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General Ledger Transactions

The General Ledger module summarizes and stores all transactions from sub
modules in the form of journal entries. Journal entries are also manually
entered directly to the general ledger. The journal source code indicates how
the journal was created, as indicated in the listing below:

ADJ GAAP adjustments entered manually — used by Financial
Operations only

ALO Allocation journals created by the system when the
allocation process is run

AM Journals created by the journal generator process from
the asset management module

AP Journals created by the journal generator process from
the accounts payable module

AR Journals created by the journal generator process from
the accounts receivable module

BI Journals created by the journal generator process from
the billing module

CAJ Cash adjustments entered manually — Used by the
Treasurer’s office only

CNV Used to book beginning general ledger balances when

converting to VISION on 7/1/01 — Used by Financial
Operations only

HR Payroll journal entries interfaced from HRMS and
created by the system

INV Journals created by the journal generator process from
the inventory module

ONL Entered manually by users to book intra-business unit
transfers and corrections

TSF Entered manually by users to book inter-business unit
transfers

TSN Entered manually to book funding and cash transfers

directed by statute or legislation — used by Financial
Operations or by special permission only

VISION users may enter journals to the general ledger using the journal source
codes of ONL and TSF only; unless directed to do otherwise by Financial
Operations.
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General Ledger Periods

The State of Vermont's fiscal year ends on June 30. The fiscal year coincides
with the calendar year of its June 30 ending date; i.e. the fiscal year ending
6/30/2008 is fiscal year 2008. The general ledger periods in VISION coincide
with the state’s fiscal year rather than a calendar year. July is period 1; August
is period 2; ... June is period 12. Vision also allows for an adjustment period 998
to be used for all adjusting entries to a prior fiscal year. A fiscal year of activity
would include periods 1 through 12 and period 998.
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Transfer Types in VISION

There are various transfer scenarios that Finance has identified. Transfer types
and procedures of how to process them have been established for each scenario,
and are described in this section. Please refer to VISION Procedure #7 on the
Finance & Management website for additional information.

Funding Transfers Directed by Statute or Current Year Law

These transfers are processed by the Department of Finance and
Management with a journal source code of TSN. Departments will not
process these transfers unless directed to do so by Finance, in which case
a written notification will be given to the department. Finance and
Management will use transfer in and out account codes 701005, 701505,
720000, and 720005 to transfer funds in these transactions. For non-
budgeted transfers Finance and Management will use transfer in and out
account codes of 701006, 701506, 720001, and 720006.

Inter-Unit Grant Transfers — Reimbursement (Grant) Transfers

One business unit (sending) furnishes funds to another business unit
(receiving) with NO expectation of reimbursement or services
provided, except as required by the terms of a grant agreement
or MOU if applicable.

These transfers should be budgeted by the sending department as a grant
expenditure and should be budgeted by the receiving department as a
funding source in fund 21500. These transfers are processed with a
journal source code of TSF. The sending department will debit the proper
grant expenditure account code (account codes in the 550--- series for all
departments and the 6----- series for AHS only) under the proper fund
and deptid and credit cash account 100105 under the proper fund and
deptid. The receiving department will debit cash account 100105 under
fund 21500 and the proper deptid and credit revenue account 495000
under fund 21500 and the proper deptid.

Note: If you did not receive spending authority in Fund 21500 in your budgeting
process, you will need to process an excess receipt request through your
Budget Analyst to obtain authority to spend the funds received by the transfer.

Note: The VT Housing and Conservation Board; business unit 09150, is a
component unit and is not considered a state department. Transfers received
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from this business unit should reflect the appropriate fund and revenue account
and not fund 21500 and account 495000.

Inter-Unit Reimbursement Transfers Non-Budgeted (Refund of
Expenditure)

This type of transfer should be used in limited circumstances, in order to prevent
understatement of budget-based reporting. Appropriate examples are:

e One business unit (sending) reimburses another business unit (receiving)
for costs incurred by paying a bill on their behalf. (Also known as a refund
of expenditure.) If one business unit is reimbursing another business unit
for an employee’s salary expenses, then both the sending and receiving
business units must use the same salary expense accounts.

e These transfers are processed with a journal source code of TSF. The
sending business unit debits the proper expense account and credits cash
account 100105. The receiving business unit debits cash account 100105
and credits the expense account, fund, deptid and any other chartfields
used on the original transaction processed to pay the bill.

e An employee works for another department. For example an employee
changes jobs in the middle of a pay week. Important Note: For
reporting purposes, whenever salary codes are used on one side of a TSF
journal, they must be used in the same (but opposite) way on the other
side. All appropriate salary codes must be used, not just salaries (FICA,
Life Ins., etc). The initiating department needs to give the salary
code breakdown to the responding department.

Note: In the description of the journal, the receiving business unit must identify
the A/P business unit and Voucher ID or Journal ID on which the original bill was
paid.

Note: Please refer to VISION Procedure #6 for information on how to process
prior year refund of expenditures.

Surplus Property Sales

e Must be received into Surplus Property Special Fund 21584. If the
item was originally expensed, use Revenue account 480001 (Sale if
Surplus Property). If the item was originally capitalized, use Revenue
account 480030 (Proceeds From Sale of Assets).
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e If you did not receive spending authority in Fund 21584 in your
budgeting process, you will need to process an excess receipt request
through your Budget Analyst to receive spending authority for your
surplus property receipts.

Note: Internal Service funds are the exception.

Inter-Unit Reimbursement Transfers Budgeted

e One business unit (sending) furnishes funds to another business unit
(receiving) with the expectation of receiving some service in return. The
business unit providing the service is not in the business of providing this
service for sale to other state departments.

e The department providing the funds includes the reimbursement as an
expenditure on their budget. The business unit providing the service
budgets the reimbursement as a funding source under fund 21500. The
transfer is processed with a journal source code of TSF. The sending
business unit debits the proper expenditure account, fund and deptid for
the service provided and credits cash account 100105. The receiving
business unit debits cash account 100105 under fund 21500, and the
proper deptid and credits revenue account 490000 under fund 21500 and
the proper deptid.

Important Note: If you did not receive spending authority in Fund 21500 in
your budgeting process, you will need to process an excess receipt request
through your Budget Analyst to obtain authority to spend the funds received by
the transfer.

Note: If the Inter-Unit Grant transfer has not been budgeted, the receiving
department must still receive the transfer into fund 21500 and then process an
excess receipt request to receive spending authority in this fund.

Note: The VT Housing and Conservation Board; business unit 09150, is a
component unit and is not considered a state department. Transfers received
from this business unit should reflect the appropriate fund and revenue account
and not fund 21500 and account 490000.
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Inter-Unit Transfer of Receipts

One business unit receives and posts receipts in VISION that belong to
another business unit. The business unit (sending) transfers the receipts
to the business unit (receiving) that they belong to.

This transfer is processed with a journal source code of TSF. The sending
business unit debits the revenue code, fund, deptid, and other chartfields
used on the original transaction to post the receipt, and credits cash
account 100105. The receiving business unit must debit cash account
100105 and credit the appropriate revenue account.

Note: In the description of the journal, the sending department must identify
the A/R business unit and Deposit ID or Journal ID in which the original receipt
was posted.

Intra-Unit Transfers

Expenditure and revenue transfers and corrections between chartfields
within the same general ledger business unit are processed as intra-unit
transfers.

These transfers are processed with a journal source code of ONL. If the
transfer or correction is between a fund, deptid or any other chartfield
other than account, offsetting debit and credits to cash account 100106
must be used. If the transfer or correction is between accounts only, then
offsetting debits and credits to cash account 100106 are not needed.

Note: Corrections to chartfield information on transactions originating from an
AP Voucher must be corrected using a Journal Voucher in AP and not with an
Intra-Unit Transfer.

Inter-unit Transfer for Payment of Goods or Services

One business unit (sending) reimburses another business unit (receiving)
for goods and services purchased. The business unit providing the goods
or services is in the business of offering the goods or services for sale to
other business units.

This transfer is processed with a journal source code of TSF. The sending
business unit debits an appropriate expense account and credits cash
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Note: If the receiving business unit is set up as a vendor in the accounts
payable module, the sending business unit must process an AP voucher to pay
for the goods and services and not an Inter-unit transfer.
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Requirements Regarding Processing Journal Entries

Departments must follow certain guidelines when entering interunit and intraunit
transfer journals in the General Ledger Module to ensure that the transactions
can be reported correctly and researched easily. The following describes
requirements for the two types of transfers.

Interunit Transfer Journal Entries (TSF)

VT_BU_TRANSFER Query — Departments are responsible for running
this query on a regular basis throughout the month to see if they have
outstanding transfers to process. The query must also be run by each
department on the 26" of each month to see what journals need to be
responded to before the last day of the month.

Timing of interunit transfer journal entries (TSF) - All TSF journals
MUST be initiated by the 25™ of the month. Any TSF journals that are
initiated after the 25 of the month will be deleted. All responding TSF
journals MUST be entered by the last day of the month. These time
requirements will allow all revenues to be processed by the end of the
month so that Financial Operations can produce the Comparative
Statement of Revenues Report on the first day of the new month.

Debit/Credit Memo deadlines (TSF) — All Debit/Credit memo
adjustments must be processed within 5 business days of receipt from the
Treasurer’s Office. Note: This is an initiating TSF journal entry so they
must be entered by the 25 of the month or wait until the 1% day of the
following month.

Journal Descriptions - A detailed description of the transfer must be
entered on the header page of the journal. Included in this description
must be what the transfer is, the time period that the transfer pertains to,
indication as to whether the business unit is sending or receiving the
transfer, and what the original transaction was including transaction id
and A/P or A/R business unit if applicable.

Balanced Journal Entries — All journals must be balanced by fund,
deptid, class, program, and project/grant. Cash Account 100105 must
be used in both sides of the TSF journal and must net to zero between
both journals (debit on receiving side; credit on paying side).
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Importance of Proper Chartfield Use — It is important to realize that
the guidelines and requirements for TSF’s as outlined in VISION Procedure
#7 are a result of Statewide Reporting Requirements. It is critical
that TSF’s are processed correctly in order for statewide budget and GAAP
reporting, including preparation of the CAFR, to be completed timely and
accurately.

Proper use of revenue accounts 490000 and 495000 and fund
21500 allows the Reporting section to identify interdepartmental
fund transfer transactions and eliminate them from their
reporting data. Use 495000 to receive funds for Reimbursement
(Grant) Transfers, and use 490000 to receive funds for
Reimbursement Transfers for Services.

Editing and budget checking interunit transfer journals - Edit but
do not budget check TSF journals. Financial Operations will manually
match and review your journal and the other department’s journal. They
will then budget check and post both TSF journals.

The following must match on both sides of the journals before
they can be posted:

Journal ID

Journal Date

Reference

PY journal class if prior year

Affiliate (Business Unit of other Department) must be on all lines
of the journal.

Intraunit Transfer Journal Entries (ONL)

Correcting transactions originating in accounts payable —
Transactions originating in the Accounts Payable Module must be
corrected by doing a journal voucher in Accounts Payable and not an ONL
journal in the General Ledger.

Timing of intraunit transfer journal entries (ONL) — Departments
may enter intraunit transfer journal entries at anytime during the month.
Departments also have the first 5 business days of each month to enter
intraunit transfer journal entries for the previous month.
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Journal Descriptions - A detailed description of the transfer must be
entered on the header page of the journal. Included in this description
must be what the transfer is, the time period that the transfer pertains to,
and what the original transaction including A/R business unit and
document id if applicable.

Balanced Journal Entries — All journals must be balanced by fund,
deptid, class, program, and project/grant. This means that the debits for
each fund, deptid, etc must equal the credits for each fund, deptid, etc.
When transferring amounts from one fund to another, one deptid to
another, etc., departments must use cash account 100106 to balance
intraunit transfer journal entries (ONL).

Editing and budget checking intraunit transfer journals (ONL) —
Departments must edit and budget check all ONL journal entries in order
for the journals to post. All ONL journal entries for the previous month
must be edited and budget checked by the 5™ working day of the current
month or they may be deleted by Financial Operations.
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Note:

State of Vermont Required Fields

Departments may define additional required fields as needed for their

own business process.

Header Page

Lines

Long Description

Ledger Group (defaults as Actuals)

Source (defaults as ONL)

Reference Number (for TSF journal entries)

Journal Class (If journal entry is for a prior fiscal year)
Transaction Code (defaults as General — accept default)

Adjusting Entry (Defaults as Non-Adjusting. Should only be changed if
entering journals to period 998 at fiscal year end.)

Period (Defaults based on journal date. Should only be changed if
selecting period 998 to record correcting journals at fiscal year end.)

Page

Unit (defaults in from Header page)
Account

Fund

Dept

Affiliate (If a TSF journal)

Amount

Journal Line Description (defaults based on account code chosen)
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General Ledger Process Flow Chart
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ACTUALS Ledger vs the ACCRL/ADJ] Ledger

VISION includes multiple ledgers that are merged together to produce full
accrual basis Financial Statements that are in accordance with generally accepted
accounting principles as prescribed by the Government Accounting Standards
Board. The two ledgers that departments have day-to-day exposure to are the
ACTUALS Ledger and the ACCRL/ADJ Ledger.

ACTUALS Ledger

The ACTUALS Ledger is where transactions from sub modules such as,
Accounts Payable, Accounts Receivable and Billing, Journal Generate and post
to. The Journal Generate process takes the accounting entries from the
posted transaction in the sub module and creates a journal entry on the
ACTUALS ledger in the General Ledger Module. The journal transaction is
recorded in the ACTUALS ledger and the revenue or expenditure commitment
control ledger is updated.

ACCRL/ADJ] Ledger

The ACCRL/AD]J Ledger is the ledger where capital assets are recorded
and depreciated. The Journal Generate process takes the accounting
entries from the posted Asset Management module transactions and
creates a journal entry on the ACCRL/ADJ ledger in the General Ledger
Module. Internal service, enterprise and fiduciary funds also use the
ACCRL/ADJ] Ledger to record full accrual adjustment entries such as
accounts payable, payroll, and compensated absences liabilities, as well as
additional receivables at fiscal year end.

Journal entries are entered and processed the same way in each ledger. When
adding a journal, departments choose the appropriate ledger on the header page
of the journal.
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Enter a Journal (ONL) to Correct an Account

Possible situations when this function is used: To correct an account used
on a deposit. To correct an account used on a TSF or an ONL journal entry.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE’

Home Worklist Add to Favorites Sign out
T = Mew Window | Halp | 15
= Journals
wJoumnal Envy : Create Journal Entry
| — Create Journal Entries

— Copy Journals = —
= StandardJuLlrnals [ Find an Existing Value | Add a New Value b7
& Import Journals

I Subsystem Journals Business Unit:[p1110 |Q
[» Process Journals : 7
[> Suspense Correction Journal ID: - |NEXT

[> Ledgers

&> Surnmary Ledgers Journal Date: |10/27/2008 5

[» Close Ledgers

[» Process WMulti-Currency Add

[» Average Daily Balance

> Open ltems

I Consolidate Financial Find an Existing Value | Add a New Valug
Data

[> Maintain Standard
Budgets

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID

e leave as NEXT or

e if you are correcting a previously entered Journal ID, you may change
the Journal ID to be the same as the one you are fixing (Note:
journal date must be different than the original journal)
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Enter Journal Date

e |eave as current date or
e enter the appropriate journal date

Click the ADD button

=
/ Header Y Lines ¥ Totals Y Erors ) Approval ~

Unit: 01110 Journal ID:  NEXT Date: 031 32007

Long Description: |

‘Ledger Group: ACTUALS Q [Jauto Generate Lines

Ledger: Q. Adjusting Entry: Mon-Adjusting Entry  »
‘Source: ORL (S Fiscal Year: 2008

Reference Number: Period: 3G,

SJE Type: v ADE Date:

Journal Class: Q [Jsave Journal Incomplete Status
Transaction Code: GEMERAL 2

Curreney Defaults: LSD T CRREMNT 1
Beversal: Do Mot Generate Reversal Commitrment Contral

B cova | = Il ~tifie | o oaracn | B and | B indstanicais | bt

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description
e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, and what the original
transaction including A/P or A/R business unit and document id if
applicable.

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY

Click on the LINES Tab
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=3
Mew Window | Custormnize Page | i =

[ Header ¥ Lines Y Totals " Ewars Y Approval |

Unit: 01110 Journal ID;  MEXT Date:  02/11/2006 *Prucess:lEdiUUL'ma' :l' Frocess |
Template List Change Yalues Interfintralinit |
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
[ [p1710 @ acTuALs | Q| Q| Q| Q| al’

Lines to add: I 1 = %
Custarmize | Find | Wiew All | i
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 1 0.00 0.00 M
B Save | =] Motify % Refresh

Header | Lines | Totals | Errors | Approval

-
| | 3

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - enter account from original transaction that is being
corrected

e Enter Fund — enter fund from original transaction that is being
corrected

e Enter Deptid — enter deptid from original transaction that is being
corrected

o Enter Class — enter class from original transaction that is being
corrected

o Enter Program — enter program from original transaction that is
being corrected

o Enter Project/Grant — enter project/grant from original transaction
that is being corrected

e Enter Debit Amount — enter amount of correction here if amount on
original transaction is a credit

e Enter Credit Amount — enter amount of correction here if amount on
original transaction is a debit

Click the + sign next to lines to add box
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=L

[ Header ' Lines Y Totals | Ewars Y Approval | ~
Unit: 01110 Journal ID:  NEXT Date:  0O/132007 ‘Process:|EditJoumal v Process
Template List Change Yalues InterintraUnit |

Select Line ‘Unit ‘Ledaer SpeedType Account Fund Dept Program Class
F 1 01110 |3, ACTUALS Q, (520000 |C, [10000 |Q, (1110003000 |C Q
O 2 p1110 |Q, ACTUALS Q Q, 10000 | [1110003000 |Q Q,

Lines to adid: 1 =

Custarmize | Find | Wiew All | i First E 1

Unit Total Lines Total Debits Total Credits Journal Status Budag
01110 2 0.00 0.oa ]
B save =] Motify t Refresh
Header | Lines | Totals | Errars | Approval
< >
»
| n &
hEEp

‘I—

Class Bud Ref Project Affiliate  Currency Debit Amount Credit Amount  Rate Type Exchange Rate == B:
| Q| Q| @ | Q Juso @ | [ 100.00 [CRRNT Q| 1.00000000 == U
| Q| Q| @ | Q |usc Q| 100.00 | |cRRNT Q| 1.00000000 2= U

%

Budget Status
N

Line 2 is added. All chartfields, except account, from line 1 are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2

e Enter account - enter the new account that you are moving the
original transaction to

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal
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Click the Save button

=
[Microsoft Internet Explorer 4 NS RYC
.'( Header }f Lines \( Tatals Y Errors & Journal 0000617167 is saved, (5210,6)
Unit: 01110 Journal ID: 0000617167 fJoumal ] PrlJCESS|
_OK
Template List  Search Criteria Change Yalues l E:I 2

Select Line *Unit *Ledger SpeedType nccnug Fund Dept Program Cla:

Line Cla
(I [ori1o @ acTuaLs f @ [sz0000 @ f1oo00 | [1110003000 | | al’
Qo2 [or1107 L acTuaLs f Q [520005  Q [10000 | [1110003000 Q| al’

Linestnadd:l 1 =

Customize | Fing | View Al | B First [ 14
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 2 100.00 100.00 ]
B Save | =] Motify % Refresh
eadar | Linac | Tatals | Frrars | Annemeal ¥
d [ i

Journal entry has been saved. A Journal ID has been assigned if the journal ID
was NEXT when added.

Click OK

Follow specific controls in place in your department to edit, budget check and
post this journal.

Enter a Journal (ONL) to Correct an Account is Completed.
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Enter a Journal (ONL) to Correct a Chartfield other
than Account

Possible situations when this function is used: To correct a fund, deptid,
class, program or project/grant or any combination of these chartfields and an
account that are used on any transaction with the exception of transactions
originating in the Accounts Payable module. Transactions that originate in the
Accounts Payable module must be corrected with a journal voucher in the
Accounts Payable module.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE’

Home Workiist Add to Favoriies Sign out

[ General Ledger s New Window | Help | /&
= Journals
= Journal Entry

— Create Journal Entries
— Copy Journals p > =
SElnaara oS [ Eind an Existing Value |~ Add a New Value |

[ Import Journals
I Subsystem Journals Business Unit: p14110 |3
I Process Journals ;
> Suspense Corection Journal ID: |MEXT
[> Ledgers
[» Summary Ledgers
[ Close Ledgers
[ Process Kulti-Currency

Create Journal Entry

Journal Date: [10/27/2008 |5

Add
[> Average Daily Balance

[ Open ltems

[> Consolidate Financial Find an Existing Value | 4dd a Mew Value
Data

[ Maintain Standard
Budgets

[> Menitor Background
Process

[> Review Financial

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID

e leave as NEXT or

e if you are correcting a previously entered Journal ID, it is
recommended that you change the Journal ID to be the same as the
one you are fixing (Note: journal date must be different than the
original journal)
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Enter Journal Date

e |eave as current date or
e enter the appropriate journal date

Enter Journal Class (Required if it relates to a Prior Fiscal Year)

e PY

Click the ADD button

=l
/ Header Y Lines ) Totals Y Approval
Unit: 21110 Journal ID:  NEXT Date: 021112006
Long Description; I j
*Ledger Group: [fcTuALs @ ™ Auto Generate Lines
Ledger: I aQ, Adjusting Entry: |N0n—Adjusting Entry j
*Source: [GINMESY Fiscal Year: 2006
Reference Number: I Period: I_S a
SJE Type: [ N ADE Date: [021172006]
Journal Class: | Q [ save Jl&nal Incomplete Status
Transaction Code: IGENERAL Q
Currency Defaults: WSD FCRERMNT M1 e
Reversal: Do Mot Generate Reversal Commitrment Contral
Bl save | /=1 wofite | | @ Rafresh | B add | [ 5 UndateDisnlay | =

= ] ] | B

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, and what the original
transaction including A/P or A/R business unit and document id if
applicable.

Click on the LINES Tab
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=

Mew Window | Custornize Pane | pmy =

[ Header ¥ Lines Y Tolls  Emors Y Approval |

Unit: 01110 Journal ID:  NEXT Date:  02/11/2008 *Prucess:lEd”JUUf"a' =l | Process |
Template List Change Yalues Interfintralinit |
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
O [P0 @ acTuaLs | Q| Q| Q| Q| al’

Linestuadd:l 1 =

Customize | Find | View All | i
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 1 0.00a 0.o00 2]
B Save | =] Motify % Refresh %

Header | Lines | Totals | Errars | Approval

. | o

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - enter account from original transaction that is being
corrected

o Enter Fund - enter fund from original transaction that is being
corrected

o Enter Deptid — enter deptid from original transaction that is being
corrected

e Enter Class — enter class from original transaction that is being
corrected

e Enter Program — enter program from original transaction that is
being corrected

e Enter Project/Grant — enter project/grant from original transaction
that is being corrected

e Enter Debit Amount — enter amount of correction here if amount on
original transaction is a credit

e Enter Credit Amount — enter amount of correction here if amount on
original transaction is a debit

Click the + sign next to the lines to add box
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L=l -
LY

[ Header " Lines Y Totals ¥ Erors | Approval 23
091142007 ‘Process:| Editdoumal | Process |

Unit: 01110 Journal ID:  NEXT Date:
Interfintraunit |

Template List Change Y¥alues
Fund Dept Program Class

Select Line *Unit *Ledger SpeedType Account
O i 01110 | ACTUALS | | @ [s00000 |2 10000 | [1110003000 | | la |
O oz 1110 |@ acTuALs | || @ [10000 | [1110003000 | | | |

Lines to adi: =]

omize | Find | %
Unit Total Lines Total Debits Total Credits ~ Journal Status Buda
01110 2 0.0n 0.an M
B Save =] Motify % Refresh —
Header | Lines | Totals | Errors | Approval B
< LI
B
8 -
hEER

Debit Amount  Credit Amount Rate Type Exchange Rate »=> i

Class Bud Ref Project  Affiliate  Currency B
I Q| a | Q| Q fuso Q| [ 100.00) [CRRNT Q| 1.00000000 22 U
I Q| Q| a | Q fuso Q| 100.00) | JcRRNT Q| 100000000 22 U

b

Budget Status
M
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Custormize | Find | L]
=> Base Currency Base DR Amount Base CR Amount UOM Budget Date Reference Journal Line Description
== USD f | 100,00, | Q [ozi1/2006 [ | [Classified Emplaoyees
== USD [ 100.00] | | @, |ozr11i2006 [ | [Classified Employees

B Add Update/Display |

u 1o

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2.

Under Lines; Line 2

Enter account - 100106

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - |leave as default, which balances the journal

Click the + sign next to the lines to add box
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=
[ Header ¥ Lines Y Tolls Y Emors Y Approval | ~

Unit: 01110 Journal ID:  NEXT Date: 09/14/2007 ‘Process: | EditJoumal ¥ | FProcess
Ternplate List Change Yalues Interfintralnit |
Select  Line ‘Unit ‘Ledger SpeedType Accownt  Fund Dept Program Class
i 1 01110 |G ACTUALS 500000 Q. [1o000 | (1110003000 |G Q,
O 2 01110 | S ACTUALS Q [1o0106 |Q, [10000 | [1110003000 |C Q,
0o @ p1110 | ACTUALS Q @, [1o000 |2, [1110002000 |C a,
Lines to adid: 1 =
Customize | Find | Wiew All | i First [« 1
Unit Total Lines Total Debits Total Credits Journal Status Budaq
o110 3 0.0n 0.an M
B save | = Naotify | s Refresh |
L
4 >

Line 3 is added. All chartfields from line 2 are defaulted in line 3 except account.

Under Lines; Line 3

e Enter account - If correcting the account, enter the new account
you are changing the original transaction to, otherwise enter account
from original transaction

e Enter Fund - If correcting fund, enter the new fund you are changing
the original transaction to, otherwise leave as default from line 2

o Enter Deptid — If correcting deptid, enter the new deptid you are
changing the original transaction to, otherwise leave as default from
line 2

e Enter Class — If correcting class, enter the new class you are
changing the original transaction to, otherwise leave as default from
line 2

e Enter Program — If correcting program, enter the new program you
are changing the original transaction to, otherwise leave as default
from line 2

e Enter Project/Grant — If correcting project/grant, enter the new
project/grant you are changing the original transaction to, otherwise
leave as default from line 2

e Enter Debit Amount — enter amount of correction here if amount on
original transaction is a debit

e Enter Credit Amount — enter amount of correction here if amount on
original transaction is a credit
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Click the + sign next to the lines to add box

=
[ Header " Lines Y Totals ¥ Erors | Approval B
Unit: 01110 Journal ID:  WEXT Date:  09/14/2007 ‘Process:|EditJaumal v | Process
Termplate List Change Yalues Inter/Intralnit |
Select Line “Unit ‘Ledaer SpeedType Account  Fund Dept Program  Class
il 1 01110 |C, ACTUALS C, (500000 Q. [1ooo0 |2, 1110003000 |G Q.
O 2 01110 | S ACTUALS Q [1o0106 |Q, [10000 | [1110003000 |C &}
o 3 01110 | ACTUALS @, [so0000]@, (10000 |@, [1110002000 |@ a
0O 4 1110 |Q, acTUALS Q @, [10000 |, [1110002000 | a

Lines to adid: 1 =

Custormize | Find | view Al | B First [4] 4
Unit Total Lines Total Debits Total Credits Journal Status Budaq:
01110 4 0.00 0.00 M

W
< >

»

He | h@p =

Im Class Bud Ref Project Affiliate Currency Debit Amount  Credit Amount Rate Type Exchange Rate »>
=8 @ | Q| Q| Q Jusb Q| [ 100,00 [CRRNT G | 1.00000000) ==
a | @ | Q| Q| Q Jusb Q| 100.00 | [cRRNTC | 1.00000000) ==
[ | Q| Q| Q| Q Jusp Q| 100.00 | [cRRNTCL|  1.00000000 ==
o | a | Q| Q| Q Jusp Q| [ 100.00) [CRRNT QL [ 1.00000000) ==

I |
irst E 1 of 1 E Last

Budget Status

M

ld
al I 3

Line 4 is added. All chartfields from line 3 are defaulted in line 4 except account.
The amount in line 4 defaults to balance the journal.

Under Lines; Line 4

Enter account - 100106

Enter Fund - leave as default from line 3
Enter Deptid — leave as default from line 3
Enter Class — leave as default from line 3
Enter Program — leave as default from line 3
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e Enter Project/Grant — leave as default from line 3
e Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - |leave as default, which balances the journal

Click the Save button

=
* Lines Saved |~
Select Line ‘Unit ‘Ledger SpeedType Account Fund Dept Program Class
F 1 01110 |, ACTUALS C, |500000 |, (10000 |, 1110003000 |Q Q,
O E 01110 |Q ACTUALY Microsoft Internet Explorer E| Q [1110003000 |Q Q
il 3 01110 |3 ACTUALS CQ, (1110002000 |G G,
L] Journal 0000911933 is saved. (5210,6)
i 4 01110 | ACTUALS LY Q1110002000 | Q

Lines to adid: 1 =

Custormize | Find | view Al | B First [4] 4
Unit Total Lines Total Debits Total Credits Journal Status Budaq
01110 4 200.00 200.00 M
B save | & Motify s Refresh

Header | Lines | Totals | Etrars | Abproval

Journal entry has been saved. A Journal ID has been assigned if the journal ID
was NEXT when added.

Click OK

Follow specific controls in your department for editing, budget checking and
posting the journal.

Enter a Journal (ONL) to Correct a Chartfield other than Account is
Complete.
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Enter an Initiating Grant Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending) furnishes
funds to another business unit (receiving) with no expectation of reimbursement
or services provided, except as required by the terms of a grant agreement if
applicable. Your department is initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Home Waorklist Add to Favorites Sign out
= General Ledger » Mew Window | Help | 5
= Journals
v Journal Eniry . Create Journal Entry
— Create Journal Enfries

— Copy Journals s T
S Sandard JoaE [ Eind an Existing Value '} Add a New Value
> Import Journals

I» ubsystem Journals Business Unit:[p1110 | @,
I> Frocess Journals =
[» Suspense Caorrection Journal ID: |NEXT

(> Ledgers r

S Journal Date: |10/27/2008 |5

I Close Ledaers

[ Process Multi-Currency

[» Average Daily Balance

[ Open ltems

I» Consolidate Financial Find an Existing Value | 4dd a New Value
Data

[> Maintain Standard
Budgets

[> Monitar Background
Process

[> Review Finanrial

Add

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e leave as NEXT

Enter Journal Date

e leave as current date or
e enter the appropriate journal date

Click the ADD button

General Ledger 31 of 179



/ Header 1 Lines Y Totals Y Y Approval

Unit: 01110 Journal ID:  MEXT Date: 0211172008

Long Description; I =
=

*Ledger Group: IACTUALS Q, [ Auto Generate Lines

Ledger: | Q Adjusting Entry: | Mon-Adjusting Entry 7]

*Source: IONL Q Fiscal Year: 2006

Reference Number: I Period: I 8

SJE Type: | :l' ADB Date: |02ﬂ 112008

Journal Class: I Q [T save Ju&nal Incomplete Status

Transaction Code: IGENERAL Q

Currency Defaults: LSO rCRERMT 1

Feversal: Do Mot Generate Reversal Cammitrment Contral

El Sawe I [=1  Wrtifi I ™ Rafrash I Es  Add I i UndateiDisnlaw I =l

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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=1
/ Header Y Lines ¥ Totals Y Erors ) Approval 5
Unit: 21110 Journal I NEXT Date: 09/14/2007
Long Description: Journal Descriptions - A detailed description ofthe transfer must be entered on
the header panel of the journal. Included in this description must bhe what the hs,
‘Ledger Group: ACTUALS Q [Jauto Generate Lines
Ledger: Q. Adjusting Entry: Mon-Adjusting Entry  »
‘Source: TsF QL Fiscal Year: 2008
Reference Number: TFO41407 Period: ElleH
SJE Type: v ADE Date:
Journal Class: Q [Jsave Journal Incomplete Status
Transaction Code: GEMERAL 2
Currency Defaults: USD FCRERMT M1
Beversal: Do Mot Generate Reversal Cotmmittment Contral
= -~ | == .. P | = .0 = hs

Click on the LINES Tab

=
Mew Window | Custornize Pane | 5, =

[ Header ¥ Lines Y Tolls  Emors Y Approval |
Unit: 01110 Journal ID:  MEXT Date: 0211172006 *Process:lEd”Jouma' :l' Pmcessl

Template List Change Yalues Interfintralinit |
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
O [P0 @ acTuaLs | Q| Q| Q| Q| al’

Linestuadd:l 1 =

Customize | Find | View All | i
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 1 0.000 0.o0a 0]
B Save | =] Motify % Refresh %

Header | Lines | Totals | Errors | Approval

-l

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the receiver use account 495000, If you
are the sender use the appropriate grant expenditure account

e Enter Fund - If you are the receiver use fund 21500, If you are the
sender use the appropriate fund for payment of the grant

e Enter Deptid — Enter the appropriate deptid

e Enter Class — Enter the appropriate class

General Ledger 33 of 179



e Enter Program — Enter the appropriate program
o Enter Project/Grant — Enter the appropriate project/grant
o Enter Affiliate — Enter Business Unit of department that you are

receiving from or sending to
e Enter Debit Amount — If you are the receiver leave blank, if you are

the sender enter amount of grant here
e Enter Credit Amount — If you are the receiver enter amount of the

grant here, if you are the sender leave blank

Click the + sign next to the Lines to add box

G
[ Header ¥ Lines Y Totals | Ewmars Y Approval | 25
Unit: 01110 Journal ID:  WEXT Date: 0914/2007 ‘Process: | EditJournal v| Frocess
Template List Change Yalues InterintraUnit |
Select Line ‘Unit ‘Ledger SpeedType Account Fund Dept Program Class
i 1 01110 |G ACTUALS C |550500 Q. [1o000 | (1110003000 |G Q,
O 2 01110 | S ACTUALS Q Qo000 |S 1110003000 | Q,

Lines to adid: 1 =

Customize | Find | view Al | B8 First [4] 4

Unit Total Lines Total Debits Total Credits Journal Status Budaq
01110 2 0.o0 0.oo 2]
B save | & Motify s Refresh
Header | Lines | Totals | Errors | Approval 3
< »
3

|+

lass Bud Ref Project Affiliate Currency Debit Amount  Credit Amount  Bate Type Exchange Rate >» Base!
Q| Q| Q Jorioo (@ fusp Q| 100.00 | |cRRNT Q| 1.000000000 == USD
Q| Q| Q o100 |Q fusp Q| [ 100.00 [EEGHE @ [ 1.00000000 == USD

5
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Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund - leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate — leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Next to Process choose Edit Journal

=3

Mew Window | Custormnize Page | i =

[ Header ¥ Lines Y Totals " Ewars Y Approval |

Unit: 01110 Journal ID;  MEXT Date: 0201172006 *Prucess:lEdiUUL'ma' :l' GYUCBSS |
Template List Change Yalues Interfintralinit |
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
i 1 |D111D Q, ACTUALS f @ [s50500 Q [1o000 |, [1110003000 | | Q |_
(I [ori1o @ acTuaLs f Q froo1os (&) [1o000 (@ [1110003000 | Q | al’

Linestuadd:l 1 = E

Custormize | Find | View All | i First [4] 11

Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 2 200.00 0.oa ]
B save | =] Moty s Refresh =
Header | Lines | Totals | Errors | Approval |;|
« I 3

Click the Process Button
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=3
Mewy Window | Customize P Saved =

[ Header ¥ Lines Y Totals " Ewars Y Approval |
Unit: 01110 Journal ID:  DO00GT 7168 Date: 0211112006 *Prucess:lEdiUUL'ma' :l' Pf00989|

Template List  Search Criteria  Channe Yalues Inter/intralnit | I= Errors Onity Line:l 10
Select Line *Unit *Ledaer SpeedType Account Fund Dept Program Cla:
O [or1107 L acTuaLs f Q [s50500  Q [10000 |2 [1110003000 Q| al’
[ [p1110" @ acTuaLs f Q froo10s @ f1o000 | [1110003000 | | al’
Lines to add: I 1 E E
Journal 0000617169 is saved. (5210,6)
Custorrize | Find | view Al | ##
Unit Total Lines Total Credits Journal Status Budge
01110 2 100.00 W
B save | =] Motify | t Refresh | %
eadar | Linas | Tatale | Errars | Annrmeal =
d | _I»

Journal entry has been saved and edited. A Journal ID has been assigned and
the Journal Status is V.

Click OK

The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the

responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Grant Transfer Journal Entry (TSF)
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Enter a Responding Grant Transfer Journal Entry
(TSF)

Situation when this function is used: One business unit (sending) furnishes
funds to another business unit (receiving) with no expectation of reimbursement
or services provided, except as required by the terms of a grant agreement if
applicable. Your business unit has run the VT_BU_TRANSFER Query and notice
that the other business unit has initiated the transfer.

An example of the VT_BU_TRANSFER Query results are shown below. You can
find information on how to run this query in this manual.

(] Ele Edt Wiew Insert Format Tools Data  Window  Help Type a question forhelp (-~ & %
S Al -8 E - [ el icode s -0 -|[B]lr === - &-A- B
23 || |2 B ga ) 5
Al - A query to ck far interunit J/E
A B | C | o | E [ F] 6 [ H | [ | J ] K=
gueny i 13
Unit__ ||Affiliate [Journal ID__ |Date [Source |[Year [Period [Amount |Ref No [Class [Long Descr

1260 DE140 0000903292 752007 TSF 2003
M2140 BE140 [DOO0SO4173 | 741142007 TSF 2008
Me100 ME140  DOOOSO4628 | 711202007 TSF 2008
M1160 BE140 [DOO0SO8BSZ2 | 7/2442007 TSF 2008
1160 Me140 DO0OSO8ES0 | 7/24/2007 TSF 2003 70.000 TFO72407  |PY  BGS maint paying EC ¥h
M1160 Be140 o00908800 | 772442007 TSF 2008 70.000 TFO72407  PY  BGS maint paying EC Wy

1 -108.000 TFO7 0507 Payroll garnishment for F

1

1

1

1

1
01160 De140  DOO0S08ES0 | 772442007 TSF 2008 1 -58.580 TFOF2407  PY BGS maint paying EC W

1

1

1

1

1

1

-12799.980 00050407 | PY Yermont Hazmat is payir
-45.000 TFOF 1207 AOT paying ANR Evnirar
-500.000 TFO7 2407 BGS Wby maint paying

1160 D140 DO00908676 | 7/24/2007 TSF 2008 -99.000 TFOF2407  PY BGS Rutland,Burl, 5t J&4
1160 TR140  OO0090AR7E | 7/24/2007 TSF 2008 -105.050 TFOF2407 | PY BGS Rutland,Burl, S5t J&4
M1160 Te140  DO00908R76 | 7/24/2007 TSF 2008 95700 TFOF2407  PY BGS Rutland,Burl St J&A
M1160 D140 DO00908R76 | 7/24/2007 | TSF 2008 -70.400 TFO72407  PY BGS Rutland,Burl St J&\
1160 Te140  DO00908679 | 7/24/2007 TSF 2008 -436.000 TFO72407 | PY BGS Wythy maint paying
MF130 TR140  OO00909323 | 7/26/2007 | TSF 2008 -105.000 TFO7 2507 FPR TO PAY DEC-WAT

Y Y ) R Y Y

M 4+ Hlysheetl / < |
Ready MM
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Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE’

Add to Favorites

- General Ledger ~ Mew Window | Help | W&
= Journals

= Journal Entry

— Create Journal Entries

— Copy Journals P
{ i
T R / Eind an Existing Value | Add a New Value |

[ Impert Journals
I Subsystem Joumnals Business Unit:[p1110 |Q
[ Process Journals E —
[> Suspense Comrection Journal ID: |

E Iéiing;r:rj Ledgers Journal Date: 510-'2?;'2008 IEz]

[» Close Ledgers

[» Process Multi-Currency add

[ Average Daily Balance

[> Open ltems

[ Consolidate Financial Eind an Existing Value | Add a Mew value
Data

[> Maintain Standard
Budgets

&> Monitor Background
Process

[ Review Financial

Create Journal Entry

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e Enter the Journal ID from the VT_BU_TRANSFER Query

Enter Journal Date
e Enter the Journal Date from the VT_BU_TRANSFER Query

Click the ADD button
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=

Mew Window | Custornize Pane | pmy =

/ MHeader Y Lines Y Totals " Ewmors Y Approval |

Unit: a1110 Journal ID: 00004510000 Date: 0211152006
R

Long Description: I =
=

*Ledyger Group: IACTUALS Q I- Auto Generate Lines

Ledger: I Q Adjusting Entry: | Mor-Adjusting Entry =]

*Source: IONL Q Fiscal Year: 2006

Reference Number: I Period: I 8

S.JE Type: I :'I ADE Date: IDEI'I 172006

Journal Class: I Q [T Save Journal Incomplete Status

Transaction Code: IGENERAL Q

Curreney Defaults: LSD T CRREMNT 1
Reversal: Do Mot Generate Reversal Cormmitrnent Contral |

The Header Page loads with the journal ID entered. The ledger Group will
default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. Save Journal
Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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=

/ Meader Y Lines Y Totals Y Erors ) Approval

Unit: 01110 Journal ID: - NEXT Date: 0o 472007

Long Description: Journal Descriptions - A detailed description afthe transfer must be entered on - 4
the header panel ofthe journal. Included in this description must be what the v

"Ledger Group: ACTUALS & [JAuto Generate Lines

Ledger: Q Adjusting Entry: Mon-Adjusting Entry v

"Source: TSF |Q Fiscal Year: 2008

Reference Number: TFO91 407 Period: Ellet

SJE Type: w ADB Date:

Journal Class: Q [Jsave Journal Incomplete Status

Transaction Code: GEMERAL 2

Currency Defaults: USD FCRERMT M1

Beversal: Do Mot Generate Reversal Cotmmittment Contral

— L — L I = L

Click on the LINES Tab

=

Mew Window | Custormize Page | pm

[ Header ¥ Lines Y Tolls  Emors Y Approval |

-

Unit: 01110 Journal ID: 0000510000 Date:  02/11/2008 *Prucess:lEd”JUUf"a| -] PfUCESSl

Interintraunit |

Linestuadd:l 1 = E

Header | Lines | Totals | Errors | Approval

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

o Enter account - If you are the receiver use account 495000, If you
are the sender use the appropriate grant expenditure account

o Enter Fund - If you are the receiver use fund 21500, If you are the
sender use the appropriate fund for payment of the grant

e Enter Deptid — Enter the appropriate deptid
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Select Line *Unit *Ledger SpeedType Account Fund Dept Program  Cla:
| [o1110 @ acTuaLs | Q| Q| Q| Q| al’

Unit Total Lines Total Debits % Total Credits Journal Status Budge
01110 1 0.000 0.000 M
B Save | =] Motify % Refresh




Enter Class — Enter the appropriate class

Enter Program — Enter the appropriate program

Enter Project/Grant — Enter the appropriate project/grant

Enter Affiliate — Enter Business Unit of department from the

VT_BU_TRANSFER Query

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of grant here

e Enter Credit Amount — If you are the receiver enter amount of the

grant here, if you are the sender leave blank

Click the + sign next to the lines to add box

+ TN [ ALTRIEL T AR IU PGV ORIES | _STOTTOUL |
=
[ Header " Lines Y Totals ¥ Erors | Approval B
Unit: 01110 Journal ID:  WEXT Date:  09/152007 ‘Process:|EditJaumal  »]  Process
Template List Change Yalues InterintraUnit |
Select Line ‘Unit ‘Ledaer SpeedType Account Fund Dept Program Class
i 01110 |Q, AGTUALS Q. 495000 | [21500 |@, [1110003000 |Q Q,
O 2 p1110 | ACTUALS Q Q |21500 | |1110003000 |Q a,
Lines to adid: 1 [ [E
Customize | Find | View All | i First [«] 1
Unit Total Lines Total Debits Total Credits  Journal Status Bud
01110 2 100.00 100.00 M
B save | & Motify s Refresh
Header | Lines | Totals | Etrars | Abproval 2
4 >

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — |eave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - |leave as default, which balances the journal
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Next to Process: use drop down and choose Edit Journal

=

Mew Window | Custorize Page | 5, =

[ Header ¥ Lines Y Totals [ Ewmars Y Approval |
Unit: 01110 Journal ID: 0000510000 Date:  02/11/2008 *Pmcess:|EditJ°Ufna| - Pf00999|

InterfintraUnit |

Template List Change Walues
* Lines
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
i 1 |D111D Q, ACTUALS f @ [485000 Q [21500 | [1110003000 | | Q |_
(I [ori1o @ acTuaLs f Q froo10s @ [21500 (@ [1110003000 | Q | al’

Linestuadd:l 1 =

Custormize | Find | view &l | 88 First 4] 4

Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 2 0.o0 200.00 2]
B save | = Naotify s Refresh e
Header | Lines | Totals | Errors | Approval -
] | v

Click the Process Button
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=3

Mewy Window | Customize P Saved =
[ Header ¥ Lines Y Totals " Ewars Y Approval |
Unit: 01110 Journal ID: 0000510000 Date:  02/11/2006 *Prucess:lEdiUUL'ma' :l' Process |
Template List  Search Critetia  Change Yalues Interfintralinit | = Errors Only Line:l 10
Select  Line *Unit *Ledger SpeedType Accournt Fund Dept Program Cla:
O [or1107 L acTuaLs f Q [495000  Q [21500 |2 [1110003000 Q| al’
[ [p1110" @ acTuaLs f Q froo10s @ [21500 | [1110003000 | | al’
& Journal 000510000 is saved, (5210,6) Custormize | Find | View Al | B
Unit Total Lines Total Credits Journal Status Budge
01110 2 100.00 Y
N |
B sae | [E wotiy || ooy
parder | Lines | Tatals | Frenrs | &nnrmeal T
d | 2

Journal entry has been saved and edited.
The Journal Status is V.

Click OK

The journal entry is ready to be picked up by Financial Operations and matched
to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Grant Transfer Journal Entry (TSF)
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Enter an Initiating Non-Budgeted Reimbursement
Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending)
reimburses another business unit (receiving) for costs incurred by paying a bill
on their behalf. (Also known as a refund of expenditure.) If one business
unit is reimbursing another business unit for an employee’s salary expenses, then
both the sending and receiving business units must use the same salary expense
accounts.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE’

_Home Worklist Add to Favorites Sign out
= General Ledger »~ HMew Window | Help | /5
= Journals
>loumal Enuy " Create Journal Entry
S Standars oumsis | [ ENSSES Valie | AdT low Value
& Import Journals
[> Subsystern Journals Business Unit:fb1 110 |@
[» Process Journals : 7
[> Suspense Correction Journal ID: - |NEXT
E Iéiﬁ_ﬁir:rj Eyeen Journal Date: |10/27/2008 |5
[» Close Ledgers
[» Process WMulti-Currency Add
[» Average Daily Balance
> Open ltems
I Consolidate Financial Find an Existing Value | Add a New Valug
Data
[> Maintain Standard
Budgets
&> Monitor Background
Process

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e leave as NEXT

Enter Journal Date

e leave as current date or
e enter the appropriate journal date
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Click the ADD button

=

=]
/ MHeader Y Lines Y Totals " Ewmors Y Approval |

Unit: a1110 Journal ID:  NEXT Date: Q2112006
Long Description: I =l

=
*Ledyger Group: IACTUALS Q [T Auto Generate Lines
Ledger: I Q Adjusting Entry: I Non-Adjusting Entry =]
*Source: IONL Q Fiscal Year: 2006
Reference Number: I Period: I CIiEN
SJE Type: | :|‘ ADB Date: |02ﬂ 142006

Journal Class: | Q [ Save Ju&nal Incomplete Status
Transaction Code: IGENERAL Q

Currency Defaults: USDF CEREMT 1
Reversal: Do Mot Generate Reversal Cammitrment Contral

(= = B = I [ r | = aaa | TE eactmminetan | -l

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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Header Y Lines | Totals Y Erors ) Approval | ~
Unit: 01110 Journal ID: - NEXT Date: 09/ 52007
Long Description: A detailed description ofthe transfer must be entered an the header panel afthe 4
iournal. Included in this description must be what the transfer is, the time period %
“Ledger Group: ACTUALE  |Q [JAuto Generate Lines
Ledger: Q Adjusting Entry: Mon-Adjusting Entry  +
‘Source: TSF |3 Fiscal Year: 2008
Reference Number: TFOa1507 Period: 3Q
SJE Type: w ADB Date:
Journal Class: Q [Jsave Journal Incomplete Status
Transaction Code: GEMERAL |2
Currency Defaults: ISD Y CREREMT 81
Beversal: Do Mot Generate Reversal Cotmmittment Contral
B crn | A nietine | o oeenen | = aan | Eimdatamiseio A

Click on the LINES Tab

=

Mew Window | Custornize Pane | pmy =
[ Header ¥ Lines Y Totals |y Erars Y Approval |
Unit: 01110 Journal ID:  NEXT Date:  02/11/2006 *Prucess:lEdiUUL'ma' -l Pf00989|

Template List Change Yalues Interiintralnit |

~ Lines

Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
[ [o1710 @ acTuALs | Q| Q| Q| Q| al’

Linestuadd:l 1 = E

Customize | Find | View All | i
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 1 0.000 0.ao0 M
B save | = Naotify s Refresh %

Header | Lines | Totals | Etrars | Abproval

-l

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the receiver use the account that was
used on the original payment of the bill. If it is a prior year refund of
expenditure (PY), see VISION Procedure #7 for information on what
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account to use. If you are the sender use the appropriate expenditure
account.

e Enter Fund - If you are the receiver use the fund that was used on
the original payment of the bill, If you are the sender use the
appropriate fund for the expenditure

e Enter Deptid — If you are the receiver use the deptid that was used
on the original payment of the bill, If you are the sender use the
appropriate deptid for the expenditure

e Enter Class — If you are the receiver use the class that was used on
the original payment of the bill, If you are the sender use the
appropriate class for the expenditure

o Enter Program — If you are the receiver use the program that was
used on the original payment of the bill, If you are the sender use the
appropriate program for the expenditure

e Enter Project/Grant — If you are the receiver use the project/grant
that was used on the original payment of the bill, If you are the sender
use the appropriate project/grant for the expenditure

o Enter Affiliate — Enter Business Unit of department that you are
receiving from or sending to

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of reimbursement here

e Enter Credit Amount — If you are the receiver enter amount of the
reimbursement here, if you are the sender leave blank

Click the + sign next to lines to add box

=»

[ Header ¥ Lines Y Totals | Ewmars Y Approval | Ay
Unit: 01110 Journal ID:  WEXT Date: 09152007 ‘Process: | EditJoumnal v| Frocess
Template List Change Yalues InterintraUnit |

Select Line "Unit ‘Ledaer SpeedType Account Fund Dept Program Class

F 1 01110 |3, ACTUALS Q, [519000|C, [10000 |Q, (1110003000 |C Q

O 2 01110 |Q, ACTUALS Q Q, 10000 | [1110003000 |Q Q
Lines to adid: 1 =

Custamnize | Find | Wiew All | i First E 1

Unit Total Lines Total Debits Total Credits Journal Status Budaq
o110 2 100.00 100.00 M
B save | & Motify s Refresh

Header | Lines | Totals | Etrars | Abproval v

< >
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=3
| n@n I—

/e —
Class Bud Ref Project  Affiliste  Currency Debit Amount Credit Amount  Rate Type Exchange Rate »> B:
| Q| Q| Q o100 (@ fusD Q| 100.00 | |cRRNT Q| 1.00000000 2= U
| Q| Q| Q Jo11oo |Q fusp Q| f 100.00 [EEGHm <. [ 1.00000000 == U

Budget Status
Ik

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — |eave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - |leave as default, which balances the journal
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Next to Process choose Edit Journal
=3

Mew Window | Customize Page | 15 =

eader " Lines Y Totals Y Erors Y Approval

- 01110 Journal ID:  NEXT Date: 021112008 ‘Process:|Edoumal =] _Process
plate List Change Values interdntranit |

Lines

Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class
I [ori10 @ acTuALs f @ [s19000 @ [roooo | @ [1110003000 | | Q| q
oz [ori10 @ acTuALS f @ [roo108 [roooo | @ [1110003000 | Q| Q| q

Custornize | Find | Wiew 411 | B Firat [4] 1 of 4 [
hit Total Lines Total Dehits Total Credits  Journal Status Budget Staty
110 2 200.00 0.o0 M M
Save =] Notify % Refrash i
ler | Lines | Totals | Errars | Approval |j
4l I 3

Click the Process Button

=
Mewr Window | Customize Pane |, Saved =

eader '  Lines Y Totals Y Erors Y Approval
it: 01110 Journal ID: 0000617172 Date:  02/11/2006 *Pmcess:|EdiU0umal 'IM

plate List  Search Criteria  Change Walues Intetintral)nit | I™ Errors Only Line: W

Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class
o [p1110 @ acTuALS f Q [s18000 @ [10000 | [1110003000 |C | | ¢
(I [ori10 @ acTuALs f Q@ [ro0104 @ [roooo | @ [1110003000 | Q| Q| (

o [ B B D

& Journal 0000617172 is saved. (5210,6) Custarnize | Find | iew

it Total Lines Total Credits Journal Status Budget Stati

1=

110 2 100.00 Y

Save | =] Moty | % Refresh

arllinee | Totale | Errore | Annrowal | f
4 3

Journal entry has been saved and edited. A Journal ID has been assigned and
the Journal status is V.

Click OK
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The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the
responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Non-Budgeted Reimbursement Transfer Journal
Entry (TSF) is Complete
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Enter a Responding Non-Budgeted Reimbursement
Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending)
reimburses another business unit (receiving) for costs incurred by paying a bill
on their behalf. Your department has run the VT_BU_TRANSFER Query and
notice that the other department has initiated the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

e e e New Window | Help | 5
= Journals
-doumal Eniy Create Journal Entry
| — Create Journal Entries
— Copy Journals F
b Standard Joumais / Eind an Existing Value | Add a New Value
[ Impert Journals : =
[ Subsystem Joumals Business Unit[p1710 |
I Process Journals ]
[> Suspense Correction Journal 1D: :_NE:\T

[ Ledgers

[» Summary Ledgers

[ Close Ledgers

I Process Multi-Currency

[» Average Daily Balance

[ Open tems

[> Consolidate Financial Find an Existing Value | Add a New value
Data

[> Maintain Standard
Budgets

[> Monitor Background
Process

Journal Date: [10/27/2008 |5

Add

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e Enter the journal ID from the VT_BU_TRANSFER Query

Enter Journal Date
e enter the journal date from the VT_BU_TRANSFER Query
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Click the ADD button

.

=3

Mew Window | Custormnize Page | i =

/ Weader Y Lines Y Totals Y Erors ) Approval

Unit: 01110 Journal ID: 0000530000 Date: 021122006
I,

Long Description; I s 1=
[

*Ledger Group: IACTUALS Q [T Auto Generate Lines

Ledger: I Q Adjusting Entry: I Mon-Adjusting Entry j

*Source: IONL Q Fiscal Year: 2008

Reference Number: I Period: I 8Q

SJE Type: I ‘I ADB Date: |D2I1 202006

Journal Class: | Q [T Save Journal Incomplete Status

Transaction Code: IGENERAL Q

Currency Defaults: USDF CEREMT 1
Reversal: Do Mot Generate Reversal Cammitrment Contral e

The Header Page loads with the journal ID entered. The ledger Group will
default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. The fiscal
year and period default based on the Date. Save Journal Incomplete Status
defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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Mew Window | Help | Custornize Page | 5,

/ Meader Y Lines Y Totals Y Erors Y Approval

Unit: 01110 Journal ID: - MEXT Date: 09i1 42007

Long Description: £ detailed description of the transfer must be entered on the header panel ofthe 2
journal. Included in this description must be what the transfer is, the time period

‘Ledger Group: ACTUALS Q [Jauto Generate Lines

Ledger: Q. Adjusting Entry: Mon-Adjusting Entry  »

‘Source: TsF QL Fiscal Year: 2008

Reference Number: TFO91507 Period: 3G,

SJE Type: A ADE Date:

Journal Class: Q. [Jsave Journal Incomplete Status

Transaction Code; GEMERAL |2

Currency Defaults: USDF CEREMT 1

Click on the LINES Tab

=3
Mew Window | Custormnize Page | i =

[ Header " Lines Y Totals ¥ Erors Y Approval
Unit: 01110 Journal ID:  DO00530000 Date: 02/1 212006 *Pmcess:|EdiU0Ufna| :l' PFDCESS|

Interiintraunit |

Temnplate List Change Yalues
Select Line *Unit *Ledaer SpeedType Account Fund Dept Program Cla:
o [o1110" @ acTuaLs [ Q| Q| Q| Q| al’

Linestnadd:l 1 = E

Unit Total Lines Total Debits Total Credits Budge

01110 1 0.000 0.ao0 M
E Save =] Notify s Refresh

Header | Lines | Totals | Errars | Approval

-
| | 3

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the receiver use the account that was
used on the original payment of the bill, If you are the sender use the
appropriate expenditure account
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e Enter Fund - If you are the receiver use the fund that was used on
the original payment of the bill, If you are the sender use the
appropriate fund for the expenditure

o Enter Deptid — If you are the receiver use the deptid that was used
on the original payment of the bill, If you are the sender use the
appropriate deptid for the expenditure

o Enter Class — If you are the receiver use the class that was used on
the original payment of the bill, If you are the sender use the
appropriate class for the expenditure

e Enter Program — If you are the receiver use the program that was
used on the original payment of the bill, If you are the sender use the
appropriate program for the expenditure

o Enter Project/Grant — If you are the receiver use the project/grant
that was used on the original payment of the bill, If you are the sender
use the appropriate project/grant for the expenditure

o Enter Affiliate — Enter Business Unit of department from the
VT_BU_TRANSFER Query

o Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of reimbursement here

o Enter Credit Amount - If you are the receiver enter amount of the
reimbursement here, if you are the sender leave blank

Click the + sign next to the lines to add box

=

[ Header ' Lines Y Totals | Ewars Y Approval | A
Unit: 01110 Journal ID:  NEXT Date:  0O/152007 ‘Process:|EditJoumal ] Process
Template List Change Yalues InterintraUnit |

Select Line ‘Unit ‘Ledaer SpeedType Account Fund Dept Program Class
F 1 01110 |3, ACTUALS Q, [519000|C, [10000 |Q, (1110003000 |C Q
O 2 p1110 |Q, ACTUALS Q Q, 10000 | [1110003000 |Q Q
Lines to adid: 1 =
Customize | Find | Wiew All | i First [« 1
Unit Total Lines Total Debits Total Credits Journal Status Budaq
o110 2 100.00 100.00 M
B save | & Motify s Refresh
Header | Lines | Totals | Etrars | Abproval v
4 ¥
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Class Bud Ref Project Affiliate Currency  Debit Amount  Credit Amount  Rate Type Exchange Rate == Basi
Q| Q| Q Jomon (@ fusp (G| | 100.00 [CRRNT @, | 1.00000000) == USC
Q| Q| Q [otton (Q fusp Q| T 100.00 [[crRRMTQ | 100000000 == USC

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - |leave as default, which balances the journal

Next to Process choose Edit Journal
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=

Mew Window | Custornize Pane | pmy =

[ Header " Lines Y Totals ¥ Erors Y Approval
Unit: 01110 Journal ID:  DO00530000 Date: 02/1 212006 *Pmcess:|EdiU0Ufna| :l' PFDCESS|

Interiintraunit |

Ternplate List Change values
Select  Line *Unit *Ledger SpeedTyvhe Account Funid Dept Program  Cla:
(I [ori1o @ acTuaLs f @ [s19000 @ f1oo00 | [1110003000 | | al’
Qo2 [or1107 L acTuaLs f Q [toot08 @ [10000 | [1110003000 Q| al’

Linestnadd:l 1 =

Customize | Find | view Al | B
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 2 0.00 200.00 i}
B zave | =] Motify % Refresh e
Header | Lines | Totals | Errars | Approval =
1] I v

Click the Process Button

=
Mews Window | Custornize P Saved =

[ Header ¥ Lines Y Tolls  Emors Y Approval |
Unit: 01110 Journal ID: 0000530000 Date: 0211212006 *Prucess:lEd”JUUf"a| -] PfUCESSl

Ternplate List  Search Criteria  Change Yalues Interiintralnit I I~ Errors Only Line: I 10
Select Line *Unit *Ledaer SneedTwne Account Fund Dept Program Cla:
- 1 |51guuu Q, |1uuuu Q, |111uuuguuu Q | Q l_
r 3 | & Journal 0000530000 is saved. (5210,6) | [100105 @ [1o000 (@ [1110003000 |Q | Q |_
Lines to add: I 1) [
Custornize | Find | View | B8 First (4 14
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 2 100.00 100.00 W

N |

-l

B save | =] Moty | beefreshl

Journal entry has been saved and edited. Journal Status is V.

Click OK

The journal entry is ready to be picked up by Financial Operations and matched
to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Non-Budgeted Reimbursement Transfer Journal
Entry (TSF) is Complete.
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Enter an Initiating Budgeted Reimbursement
Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending) furnishes
funds to another business unit (receiving) with the expectation of receiving some
service in return. The business unit providing the service is not in the business
of providing this service for sale to other departments. Your department is
initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

Home Worklist Add to Favorites Sign out
= General Ledger = Mew Window | Help | 15
< Journals
7. Joumal Entry . Create Journal Entry
— Create Journal Enfries

— Copy Journals o =
S A Bl I_Find an Existing Value | Add a New Value \I

&> Impart Journals
[» Subsystern Journals Business Unit:|[311110 |
I Process Journals =
[> Suspense Correction Journal ID:  |MEXT
[> Ledgers =—
I» Surnmary Ledgers
[» Close Ledgers
b Process Mult-Currency
I Average Daily Balance
[ Open tems
[> Consolidate Financial Find an Existing Value | Add a Mew Value
Data
[> Maintain Standard

Journal Date: [10/27/2008 ||

Add

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e |eave as NEXT

Enter Journal Date

e leave as current date or
e enter the appropriate journal date

Click the ADD button
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=

Header Y Lines | Totals |y Erars ) Approval | o
Unit: 01110 Journal ID:  NEXT Date: Q2112006

Long Description: I j
*Ledger Group: W Q [T Auto Generate Lines

Ledger: I Q Adjusting Entry: |Non—Adjusting Entry =]
*Source: WO\ Fiscal Year: 2008

Reference Number: I Period: I_B Q

SJE Type: | :l' ADB Date: |02ﬂ 172008

Journal Class: l— Q [ Save Ju&nal Incomplete Status

Transaction Code: IGENERAL Q

Currency Defaults: USD F CRREMNT £ 1 i
Beversal: Do Mot Generate Reversal Commitrment Control

B cawe | E wetiee | [ 2 petech | B add | [ B indateinicnae | =l

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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=

/ Meader Y Lines Y Totals Y Erors Y Approval ~

Unit: 01110 Journal ID: - MEXT Date: 09i1 42007

Long Description: A detailed description ofthe transfer must be entered on the header panel ofthe
journal. Included in this description must be what the transfer is, the time period

‘Ledger Group: ACTUALS Q [Jauto Generate Lines

Ledger: Q. Adjusting Entry: Mon-Adjusting Entry  »

‘Source: TsF QL Fiscal Year: 2008

Reference Number: TFOg1a07 Period: ElleH

SJE Type: v ADE Date:

Journal Class: Q. [Jsave Journal Incomplete Status

Transaction Code; GEMERAL |2

Currency Defaults: USDF CEREMT 1
Reversal: Do Mot Generate Reversal Commitment Control

=l caun | [+ hlodifis | +. Dafrank . sdd | Bl 1 lndataiMicmlaw

Click on the LINES Tab

=
Mew Window | Custornize Pane | 5, =

[ Header ¥ Lines Y Tolls  Emors Y Approval |
Unit: 01110 Journal ID:  WEXT Date:  02/11/2006 *Prucess:lEd”JUUf"a| ] PfUCESSl

Interintraunit |

Template List Change Yalues
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Cla:
o [o1110" @ acTuaLs [ Q| Q| Q| Q| al’

Linestnadd:l 1 =

Unit Total Lines Total Debits K Total Credits Budge
o110 1 0.000 0.000 M
B save | = Naotify s Refresh

Header | Lines | Totals | Etrars | Abproval

-l

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the receiver use account 490000, If you
are the sender use the appropriate expenditure account

e Enter Fund - If you are the receiver use fund 21500, If you are the
sender use the appropriate fund for payment of the expenditure

e Enter Deptid — Enter the appropriate deptid
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receiving from or sending to

Enter Class — Enter the appropriate class
Enter Program — Enter the appropriate program

Enter Project/Grant — Enter the appropriate project/grant
Enter Affiliate — Enter Business Unit of department that you are

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of reimbursement here

e Enter Credit Amount — If you are the receiver enter amount of the
reimbursement here, if you are the sender leave blank

Click the + sign next to the lines to add box

=»
[ Header ¥ Lines Y Totals | Ewmars Y Approval |

InterintraUnit |

Lines to adid: 1 =

Unit Total Lines Total Debits
01110 2 100.00
B Save =] Motify % Refresh

Header | Lines | Totals | Errors | Approval

<

=13

| =l

hEER

Unit: 01110 Journal ID: - MEXT Date: 0g/14:2007

‘Process: EditJournal | Process
Template List Change values
Dept Program Class

Select Line ‘Unit ‘Ledger SpeedType Account Fund
F 1 01110 |, ACTUALS C, |507600 |, (10000 |, 1110003000 |Q Q,
F 2 b111D Q, ACTUALS Q Q. [1oo00 |2 (1110002000 |G Q

Customize | Find | Wiew All | i First E 1

Total Credits Journal Status Buday
100.00 ]

|
- __________

Budget Status
M
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| Q| Q| Q o100 (@ |usD @ | 100.00] | |cRRNT Q| 1.00000000 ==
I Q| Q| Q o100 |Q fusp Q| [ 100.00 [EEGHD . [ 1.00000000 ==
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Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund - leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount — leave as default, which balances the journal

Next to Process choose Edit Journal

=3

Mew Window | Custormnize Page | i =

[ Header ¥ Lines Y Totals " Ewars Y Approval |

Unit: 01110 Journal ID;  MEXT Date: 0201172006 *Prucess:lEdiUUL'ma' :l' F'YECBSS |
Template List Change Yalues Interfintralinit |
Select Line *Unit *Ledaer SpeedType Account Fund Dept Program Cla:
O [or1107 L acTuaLs f Q [s07600  Q [10000 |2 [1110003000 Q| al’
i 2 |D111D Q, ACTUALS f @ [100105 Q [1o000 | [1110003000 | | Q, |_

Linestuadd:l 1 E E

Customize | Find | View All | i
Unit Total Lines Total Debits Total Credits ~ Journal Status Budge
01110 2 200.00 0.aa 0]
E Save =] Notify s Refresh

Haadar | linas | Tatale | Freare | &nnraweal

Click the Process Button
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Mewy Window | Customize P Saved =

[ Header ¥ Lines Y Totals " Ewars Y Approval |
Unit: 01110 Journal ID: D000 7168 Date: 0211112006 *Prucess:lEdiUUL'ma' :l' Pf00989|

Template List  Search Criteria  Channe Yalues Inter/intralnit | I= Errors Onity Line:l 10
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
I [ori10 @ acTuaLs f Q [s07800 @ [1o000 |, [1110003000 | Q| al’
-z [ori10 @ acTuaLs f Q [1o0108 @ f1oo00 | [1110003000 | | al’

Lines to add: I 1 =
& Journal Q000617168 is saved. (5210,6)
Customize | Find | view All| #8  First [ 1.
Unit Total Lines Total Credits Journal Status Budge
01110 2 100.00 W

T e 4 B ~I

B save | =] Moty | beefreshl

Journal entry has been saved and edited. A Journal ID has been assigned and
the Journal Status is V.

Click OK

The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the
responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Budgeted Reimbursement Transfer Journal Entry
(TSF) is Complete.
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Enter a Responding Budgeted Reimbursement
Transfer Journal Entry (TSF)

Situation when this function is used: One business unit (sending) furnishes
funds to another business unit (receiving) with the expectation of receiving some
service in return. The business unit providing the service is not in the business
of providing this service for sale to other departments. Your business unit has
run the VT_BU_TRANSFER Query and has seen that the other business unit has
initiated the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE’

Home Worklist Add to Favorites Sign out

=~ General Ledaer ~
= Journals
<= Journal Entry

. Create Journal Entry
— Create Journal Entries

—Cpida
5 Stﬁﬁls j_Eind an Existing Valug { Add a New Value |
[ Import Jaurnals
I Subsysten Journals Business Unit:p1110 |
[> Process Journals ‘ =
[ Suspense Corection Journal ID: | MEXT

[> Ledgers -

[» Summary Ledgers

Mew Window | Help | W5

Journal Date: [10/27/2008 |5
[ Close Ledgers

[ Process Multi-Currency add

[> Average Daily Balance &

[ Open ltems

[> Consolidate Financial Find an Existing Value | Add a Mew Value
Data

&> Maintain Standard
Budgets

[> Menitar Background
Process
[» Review Financial

Infrrrnntinn

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e Enter the Journal ID from the VT_BU_TRANSFER Query

Enter Journal Date
e Enter the Journal Date from the VT_BU_TRANSFER Query
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Click the ADD button

=

Mew Window | Custornize Pane | pmy =

/ MHeader Y Lines Y Totals " Ewmors Y Approval |

Unit: a1110 Journal ID: 0000500000 Date: Q2112006

Long Description: || =
=

*Ledger Group: IACTUALS Q [T Auto Generate Lines

Ledger: I Q Adjusting Entry: [Mar-adjusting Entry =]

*Source: IONL Q Fiscal Year: 2006

Reference Number: I Period: I 8

SJE Type: | -] ADB Date: [0z 112008

Journal Class: I Q [T Sawe Journal Incomplete Status

Transaction Code: IGENERAL Q

Currency Defaults: USD F CRRMT £1
Eeversal: Do Mot Generate Reversal Commitrment Contral -l

The Header Page loads with the journal ID entered. The ledger Group will
default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. Save Journal
Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
e PY
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=

/ Header Y Lines Y Totals " Ewmors Y Approval | B

Unit: 01110 Journal ID: - MEXT Date: 09/15/2007

Long Description: Adetailed description of the transfer must be entered on the header panel ofthe &
journal. Included in this description must be what the transfer is, the time period %

‘Ledger Group: ACTUALS Q [JAuto Generate Lines

Ledger: Q Adjusting Entry: MNon-Adjusting Entry v

'Source: TSF QL Fiscal Year: 2008

Reference Number: TFO31507 Period: 3Q,

SJE Type: v ADB Date:

Journal Class: Q [Jsave Journal Incomplete Status

Transaction Code: GENERAL |2

Curreney Defaults: USD FCERMNT (1
Reversal: Do Mot Generate Reversal Cammitrnent Contral

= . | mm Wi, P | = waa | maewee |

Click on the LINES Tab

=3
Mew Window | Custormnize Page | i =

[ Header " Lines Y Totals ¥ Erors Y Approval
Unit: 01110 Journal ID:  DO00500000 Date: 0211172006 *Pmcess:|EdiU0Ufna| :l' PFDCESS|

Ternplate List Change Yalues Interintralnit |
Select  Line *Unit *Ledger SpeedType Accournt Fund Dept Program Cla:
o [o1110" @ acTuaLs [ Q| Q| Q| Q| al’

Linestnadd:l 1 =

Customize | Find | Wiew All | i
Unit Total Lines Total Debits % Total Credits ~ Journal Status Budge
01110 1 0.000 0.o0a 0]
E Save =] Notify s Refresh

Header | Lines | Totals | Errars | Approval

-
| | 3

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the receiver use account 490000, If you
are the sender use the appropriate expenditure account

e Enter Fund - If you are the receiver use fund 21500, If you are the
sender use the appropriate fund for payment of the expenditure

e Enter Deptid — Enter the appropriate deptid
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Enter Class — Enter the appropriate class

Enter Program — Enter the appropriate program

Enter Project/Grant — Enter the appropriate project/grant

Enter Affiliate — Enter Business Unit of department from the

VT_BU_TRANSFER Query

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of reimbursement here

e Enter Credit Amount — If you are the receiver enter amount of the

reimbursement here, if you are the sender leave blank

Click the + sign next to the lines to add box

=
[ Header ' Lines Y Totals | Ewars Y Approval | &
Unit: 01110 Journal ID:  WEXT Date:  09/152007 ‘Process:|EditJaumal  » | Process

Interfintraunit |

Template List Change Y¥alues
Prouram Class

Select  Line ‘Unit ‘Ledger SpeedType Accownt  Fund Dept
il 1 01110 | S ACTUALS Q430000 |C |21500 QL [1110003000 |C Q
0 2 01110 |Q, ACTUALS aQ Q, |21500 @, [1110002000 |Q Q,
Lines to adid: 1 E E
Customize | Find | Wiew All | i First [« 1
Unit Total Lines Total Debits Total Credits Journal Status Budaq
o110 2 100.00 100.00 M
B save | & Motify s Refresh
Header | Lines | Totals | Errars | Approval K,
> LY
=
12 | neh =
s |
m Class Bud Ref Project Affiliate Currency Debit Amount  Credit Amount Rate Type Exchange Rate =>
=8 | Q| Q Jor1oo |Q fusp Q| f 100,00/ [CRRNT Q| 1.00000000) ==
=8 Q| Q| Q Jor1o0 (@ fusD Q| 100.00 | [cRRAT Q| 1.00000000) 2=

Budget Status
N

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.
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Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - |leave as default, which balances the journal

Next to Process choose Edit Journal

=

[ Header ¥ Lines Y Tolls  Emors Y Approval |
Unit: 01110 Jourmal ID: 000500000 Date:  02/11/2008 *Prucess:lEd”JUUf"a| -] %ES%I

Interintraunit |

Template List Change Yalues
Select  Line *Unit *Ledger SpeedTyvhe Account Funid Dept Program  Cla:
(I [ori1o @ acTuaLs f @ [480000 Q f21500 | [1110003000 | | al’
Qo2 [or1107 L acTuaLs f Q [toot08 @ [21500 | [1110003000 Q| al’

Linestnadd:l 1 = E

Customize | Find | Wiew All | i
Unit Total Lines Total Debits Total Credits ~ Journal Status Budge
01110 2 0.00 200.00 0]
E Save =] Notify s Refresh

Header | Lines | Totals | Errars | Approval

Click the Process Button
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Mew Window | Custornize Pane | pmy =




=

Mew Window | Customnize P Saved =

[ Header " Lines Y Totals ¥ Erors Y Approval

Unit: 01110 Journal ID:  DO00500000 Date:  02/11/2006 *Pmcess:|EdiU0Ufna| :l' Process |
Template List  Search Criteria  Change Yalues Interiintralnit | = Errors Only Line:l 10
Select  Line *Unit *Ledger SpeedTyvhe Account Funid Dept Program  Cla:
(I [ori1o @ acTuaLs f @ [480000 Q f21500 | [1110003000 | | al’
Qo2 [or1107 L acTuaLs f Q 100105 @ [21500 | [1110003000 Q| al’
nestoaie [7 B 5
& Journal 0000500000 is saved, (5210, 6) Customize | Find | view All| 8 First [4] 1.
Unit Total Lines Total Credits Journal Status Budge
o110 2 - 100.00 W
04 =
B save | = Naotify | b Refresh | [}’
Hn:mnrl lines | Tatals | Freors | &nnrmeal I .lll

Journal entry has been saved and edited.
The journal status is V.

Click OK

The journal entry is ready to be picked up by Financial Operations and matched

to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Budgeted Reimbursement Transfer Journal Entry
(TSF) is Complete.
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Enter an Initiating Interunit Transfer Journal Entry
(TSF) for Payment of Goods and Services

Situation when this function is used: One business unit (sending)
reimburses another business unit (receiving) for goods and services purchased.
The business unit providing the goods or services is in the business of offering
the goods or services for sale to other business units, but is not set up as a
vendor in the accounts payable module. Your department is initiating the
transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE Home Worklist Add o Favorites Sign out
- General Ledger * New Window | Help | MI%
+ Journals
e ourtal Eriry Create Journal Entry
 Siandars Jounsls | L_EN080 BNt Valie  AAT lew Value \
[ Impert Journals
I Subsystem Journals Business Unit: p1110 |Q
[ Process Journals [
[> Suspense Correction Journal ID: |MEXT
g giﬂﬂ;‘;f s Journal Date: |10/27/2008 [5]
[ Close Ledgers
I Process Multi-Currency Add
[» Average Daily Balance
[ Open tems
[» Consolidate Financial Find an Existing Value | Add a New value
Data
[> Maintain Standard
Budgets
[> Monitor Background
Process

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e |eave as NEXT

Enter Journal Date

e |eave as current date or
e enter the appropriate journal date

Click the ADD button
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=3

Header Y Lines | Taotals Y Errars ) Approval | H
Unit: 01110 Journal ID:  NEXT Date: 0211172006

Lohg Description: I j
*Ledger Group: IACTUALS Q [T Auto Generate Lines

Ledger: I Q Adjusting Entry: |Non—Adjusting Entry j
*Source: W Q Fiscal Year: 2006

Reference Number: I Period: I_S a

S.JE Type: | -] ADB Date: [ozit1iz008]

Journal Class: | Q [T save Ju&nal Incomplete Status

Transaction Code: IGENERAL Q

Currency Defaults: USD FCRERMT M1 :
Reversal: Dio Mot Generate Reversal cammitment Contral

B mae | 3 watee | [ Rafresh | B A | & (indatamicniz | =l

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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=

/ Header Y Lines Y Totals " Ewmors Y Approval | B

Unit: 01110 Journal ID: - MEXT Date: 09/15/2007

Long Description: Adetailed description of the transfer must be entered on the header panel ofthe &
journal. Included in this description must be what the transfer is, the time period %

‘Ledger Group: ACTUALS Q [JAuto Generate Lines

Ledger: Q Adjusting Entry: MNon-Adjusting Entry v

'Source: TSF QL Fiscal Year: 2008

Reference Number: TFO31507 Period: 3Q,

SJE Type: v ADB Date:

Journal Class: Q [Jsave Journal Incomplete Status

Transaction Code: GENERAL |2

Curreney Defaults: USD FCERMNT (1
Reversal: Do Mot Generate Reversal Cammitrnent Contral

= . | mm Wi, P | = waa | maewee |

Click on the LINES Tab

=3
Mew Window | Custormnize Page | i =

[ Header ¥ Lines Y Totals " Ewmars Y Approval |
Unit: 01110 Journal ID:  MEXT Date: 0211172006 *Process:lEd”Jouma' :l' Pmcessl

Template List Change Yalues Interfintralnit I
Select  Line *Lnit *Leduer SpeedType Account Fund Dept Program Cla:
| [o1110 @ acTuaLs | Q| Q| Q| Q| al’

Linestnadd:l 1 =

Customize | Find | Wiew All | i
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 1 0.o00 0.o00 2]
B save | =] Motify t Refresh

Header | Lines | Totals | Errars | Approval

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the receiver use the appropriate revenue
account, If you are the sender use the appropriate expenditure
account

e Enter Fund - Enter the appropriate fund

o Enter Deptid — Enter the appropriate deptid
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Enter Class — Enter the appropriate class

Enter Program — Enter the appropriate program

Enter Project/Grant — Enter the appropriate project/grant

Enter Affiliate — Enter Business Unit of department that you are

receiving from or sending to

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of payment here

e Enter Credit Amount — If you are the receiver enter amount of the

receipt here, if you are the sender leave blank

Click the + sign next to the lines to add box

=

.Y
[ Header ' Lines Y Totals | Ewars Y Approval |
Unit: 01110 Journal ID:  NEXT Date: 097152007 ‘Process: EditJournal  »|  Process

InterfintraUnit |

Template List Change ¥alues
Class

Select Line ‘Unit ‘Ledaer SpeedType Account Fund Dept Program
Fl 01110 |Q, ACTUALS C, |s20110|@, [1o000 |2, 1110002000 |Q Q,
O 2 01110 |2, ACTUALS Q @, [10000 @, (1110003000 |Q Q,
Lines to adid: 1 E E
Customize | Find | Wiew All | i First [« 1
Unit Total Lines Total Debits Total Credits Journal Status Budaq
o110 2 100.00 100.00 M
B save | & Motify s Refresh
Header | Lines | Totals | Ervars | Approval v
R4 >
=
ize Page | o) —
Process |
Program  Class Bud Ref Project Affiliate Currency Debit Amount  Credit Amount  Rate Type Exchange Rz
| Q| Q| a | Q |oz140 |Q |usD Q| 100.00) | JeRRNT Q| 1.000000
[ Q| Q| Q| Q oz140 |Q |usD Q| [ 100.00 [cRRNT QL [ 1.000000

First [1] 1af1 [ Last
tus Budijet Status
ik

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.
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Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - |leave as default, which balances the journal

Next to Process choose Edit Journal

=
Mew Window | Custornize Pane | 5, =

[ Header ¥ Lines Y Tolls  Emors Y Approval |

Unit 01110 Journal ID:  NEXT Date: 021172006 ‘Process:|EditJoumal 5] Process |
Template List Change Yalues [nterinti Ot I
~ Lines
Select  Line *Unit *Ledger SpeedTyvhe Account Funid Dept Program  Cla:
(I [ori1o @ acTuaLs f Q fsz20110 @ f1oo00 | [1110003000 | | al’
Qo2 [or1107 L acTuaLs f Q [toot08 @ [10000 | [1110003000 Q| al’

Linestnadd:l 1 =

Customize | Find | View All | i
Unit Total Lines Total Debits Total Credits ~ Journal Status Budge
01110 2 200.00 0.aa 0]
E Save =] Notify s Refresh i

Haadar | linas | Tatale | Freare | &nnraweal =1

Click the Process Button
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=3
Mew Window | Custormnize Page | i =

[ Header ¥ Lines Y Totals " Ewars Y Approval |

Unit: 01110 Journal ID:  0000ET7170 Date: 0211172006 “Process: [EditJoumal o | Pracess |
Template List Search Criteria  Change Values InterintraUnit | = Errors Only Line:m
Select Line  ‘Unit “Leduer SpeedType Account Fund Dent Program  Cla:
oo [or1107 L acTuaLs | Q [szot10 @ [roooo @ [1110003000 QL | al’
ooz [p1110" @ acTuaLs | Q [rooos @ [rosoo @ [1110003000 @ | al’

Linestuadd:l 1 =

Custormize | Find | View All | i

Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 2 100.00 100.00 W
B save | =] Motify t Refresh %
parder | Lines | Tatals | Frenrs | &nnrmeal T
d | 2

Journal entry has been saved and edited.
A Journal ID has been assigned.

Click OK

The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the
responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Interunit Transfer Journal Entry (TSF) for Payment
of Goods and Services is Complete.
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Enter a Responding Interunit Transfer Journal Entry
(TSF) for Payment of Goods and Services

Situation when this function is used: One business unit (sending)
reimburses another business unit (receiving) for goods and services purchased.
The business unit providing the goods or services is in the business of offering
the goods or services for sale to other business units, but is not set up as a
vendor in the accounts payable module. Your business unit has run the
VT_BU_TRANSFER Query and seen that the other business unit has initiated the
transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

OCRACLE’

Home Workiist Add to Favoriies Sign out

~ General Ledger = MNew Window | Help | [&
= Journals
= Journal Entry

. Create Journal Entry
— Create Journal Enfries
— Copy Journals o =
e i el I_Find an Existing Valug | Add a New Value \I

I Import Journals
[> Subsysten Journals Business Unit:|p1110 |G
[» Process Journals = e
[> Suspense Correction Journal D |NEXT

[» Ledgers

[» Summary Ledgers

[ Close Ledagers

[> Process Multi-Currency z

[» Average Daily Balance ﬁ

[» Open ltems

[> Consolidate Financial Find an Existing Value | Add a New Value
Data

[» Maintain Standard
Budgets

[» Menitor Background
Process

Journal Date: [10/27/2008 |5

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e Enter the Journal ID from the VT_BU_TRANSFER Query

Enter Journal Date
e Enter the Journal Date from the VT_BU_TRANSFER Query

Click the ADD button
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=

Mew Window | Custornize Pane | pmy =
/ MHeader Y Lines Y Totals " Ewmors Y Approval |
Unit: a1110 Journal ID: 0000420000 Date: Q2112006
I,
Long Description: || A =l
=

*Ledger Group: IACTUALS Q, [T Auto Generate Lines
Ledger: I Q Adjusting Entry: |N0n-Adjusting Entry j
*Source: IONL Q Fiscal Year: 2006
Reference Number: I Period: I CIiEN
S.JE Type: | :|' ADB Date: |02ﬂ 112008
Journal Class: I Q [T Save Journal Incomplete Status
Transaction Code; IGENERAL Q
Currency Defaults: ISD Y CREREMT 81
Reversal Do Mot Generate Reversal Cammitment Contral =

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. Save Journal Incomplete Status defaults
as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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=

/ Header Y Lines Y Totals " Ewmors Y Approval | B

Unit: 01110 Journal I: - NEXT Date: 08M 2007

Long Description: A detailed description ofthe transfer must be entered on the header panel ofthe
journal. Included in this description must be what the transfer is, the time period %

‘Ledger Group: ACTUALS Q [JAuto Generate Lines

Ledger: Q Adjusting Entry: MNon-Adjusting Entry v

'Source: TSF QL Fiscal Year: 2008

Reference Number: TFO91507 Period: 3|

SJE Type: W ADB Date:

Journal Class: Q [Jsave Journal Incomplete Status

Transaction Code: GENERAL |2

Curreney Defaults: USD FCERMNT (1
Reversal: Do Mot Generate Reversal Cammitrnent Contral

= . | mm Wi, P | = waa | maewee |

Click on the LINES Tab

=3
Mew Window | Custormnize Page | i =

[ Header ¥ Lines Y Totals " Ewmars Y Approval |
Unit: 01110 Journal ID: 0000520000 Date:  02/11/2008 *Pmcess:|EditJ°Ufna| - Pf00999|

Template List Change Yalues Interfintralnit I
Select  Line *Lnit *Leduer SpeedType Account Fund Dept Program Cla:
| [o1110 @ acTuaLs | Q| Q| Q| Q| al’

Linestnadd:l 1 =

Unit Total Lines Total Debits k Total Credits Budge
o110 1 0.000 0.000 M
B save | =] Motify t Refresh

Header | Lines | Totals | Errars | Approval

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the receiver use the appropriate revenue
account, If you are the sender use the appropriate expenditure
account

e Enter Fund - Enter the appropriate fund

o Enter Deptid — Enter the appropriate deptid
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Enter Class — Enter the appropriate class

Enter Program — Enter the appropriate program

Enter Project/Grant — Enter the appropriate project/grant

Enter Affiliate — Enter Business Unit of department from the

VT_BU_TRANSFER Query

e Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of payment here

e Enter Credit Amount — If you are the receiver enter amount of the

receipt here, if you are the sender leave blank

Click the + sign next to the lines to add box

=
[ Header " Lines Y Totals ¥ Erors | Approval
Unit: 01110 Journal ID:  NEXT Date:  09/15/2007 ‘Process:|Editloumal | Process
Termplate List Change Yalues Inter/Intralnit |
Select Line “Unit ‘Ledaer SpeedType Account  Fund Dept Program  Class
il 1 01110 | S ACTUALS Q407545 |Q, |21970 QL [1110002000 |C Q
o 2 1110 |Q, ACTUALS Q, @, [21970 |, [1110002000 | a
Lines to adid: 1 =

Customize | Find | View All | i First [«] 1

Unit Total Lines Total Debits Total Credits Journal Status Buda
01110 2 100.00 100.00 M
E Save =] Notify s Refresh
Header | Lines | Totals | Errars | Approval w
< >
3

lass Bud Rer Project Affiliate Currency Debit Amount  Credit Amount Rate Type Exchange Rate => Base!
Q| a | Q o100 |Q fusp Q| [ 100.00 [CRRNT Q[ 1.00000000 == USD
Q| Q| Q o100 |Q fusp Q| 100.00] | |cRRNTIQ | 100000000 2= USD

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.
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Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - |leave as default, which balances the journal

Next to Process choose Edit Journal

=
Header Lines Totals Errars Approval
{
Unit: 01110 Journal ID:  NEXT Date: 091152007 ‘Process: | EditJoumal ¥ | FProcess
Ternplate List Change Yalues Interfintralnit |
Select  Line ‘Unit ‘Ledger SpeedType Accownt  Fund Dept Program Class
il 1 01110 | S ACTUALS Q407545 |Q, |21970 QL [1110002000 |C Q
O 2 01110 |@, ACTUALS @, [1o0105 & (21970 |@, [1110002000 |Q a

Lines to adid: 1 =

Customize | Find | Wiew All | i First E 1
Unit Total Lines Total Debits Total Credits  Journal Status Budiy
01110 2 100.00 100.00 M
E Save =] Notify s Refresh

Header | Lines | Totals | Errars | Approval
< >

Click the Process Button
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=»

[ Header ' Lines Y Totals | Ewars Y Approval | Saved ©
Unit: 01110 Journal ID: 00009265911 Date: 09/15/2007 ‘Process: | Editdoumal  v|  Process

Ternplate List  Search Criteria  Change Yal Line:| 10

Microsoft Internet Explorer

X

'E Journal 0000926911 is saved. (5210,6)
]

‘Unit "Ledger
il 1 01110 |G ACTUALS

Dept Program
Q1110002000 |G Q

@, [1110002000 |Q Q,

Class

O 2 01110 | Q@ ACTUALS

Lines to adid: 1 =

Unit Total Lines Total Debits Total Credits Journal Status Budag

01110 2 100.00 100.00 W
B save =] Motify t Refresh
Header | Lines | Totals | Errars | Annroval A
£ >

Journal entry has been saved and edited. A Journal ID has been assigned.

Click OK

The journal entry is ready to be picked up by Financial Operations and matched
to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Interunit Transfer Journal Entry (TSF) for Payment
of Goods and Services is Complete.
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Enter an Initiating Transfer Journal Entry (TSF) for
Grant Expenditures, Goods and Services or
Expenditures Paid in a Prior Year

Situation when this function is used: When one business unit (sending)
furnishes funds for a grant or reimburses another business unit (receiving) for
goods and services purchased or expenditures purchased on their behalf in a
previous year; or furnished funds for a prior year grant. Your department is
initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE

Home Workiist Add to Favoriies Sign out

| General Ledger A
= Journals
< Journal Entry
Create Journal Entry
— Copy Journals
& Standard Journals j_Eind an Existing Valug § Add a New Value i
[ Import Journals
I Subsystem Joumals
[» Process Journals L
[> Suspense Correction Journal ID: |NEXT
[> Ledgers
&> Summary Ledgers Joumnal Date; |10127/2008 [
[» Close Ledgers
[ Process Multi-Currency
[» Average Daily Balance
[> Open ltems
> Consolidate Financial
Data
[> Maintain Standard
Budgets
> Monitor Backaround
Process
> RAview Finansial

New Window | Help | 15

Business Unit:[j1110 |

Add

Find an Existing Value | 4dd a Mew Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID
e leave as NEXT

Enter Journal Date

e leave as current date or
e enter the appropriate journal date

Click the ADD button
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=3

=]
/ MHeader Y Lines Y Totals " Ewmors Y Approval |

Unit: a1110 Journal ID:  NEXT Date: Q2112006
Long Description: I =l

=
*Ledyger Group: IACTUALS Q [T Auto Generate Lines
Ledger: I Q Adjusting Entry: [Mar-adjusting Entry =]
*Source: IONL Q Fiscal Year: 2006
Reference Number: I Period: I CIEEN
SJE Type: | :l' ADB Date: |02ﬂ 172008

Journal Class: I a, [ Save Ju&nal Incomplete Status
Transaction Code: IGENERAL Q

Currency Defaults: USD F CRRMT £1
Eeversal: Do Mot Generate Reversal Commitrment Contral

[= I (T T, | I, | [ B T | -1

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description
e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class
e PY
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=
/ Meader Y Lines Y Totals Y Erors ) Approval A
Unit: 01110 Journal ID: - NEXT Date: 09/ 52007
Long Description: A detailed description ofthe transfer must be entered an the header panel afthe 4
journal. Included in this description must be what the transfar is, the time period %
"Ledger Group: ACTUALS & [JAuto Generate Lines
Ledger: Q Adjusting Entry: Mon-Adjusting Entry  +
‘Source: TSF |3 Fiscal Year: 2008
Reference Number: TFOa1507 Period: 3|Q
SJE Type: w ADB Date:
Journal Class: P Q [Jsave Journal Incomplete Status
Transaction Code: GEMERAL 2
Currency Defaults: ISD Y CREREMT 81
Beversal: Do Mot Generate Reversal Cotmmittment Contral
— L — L I = L hs

Finish the journal entry per previous instructions for each TSF scenario.

Enter an Initiating Transfer Journal Entry (TSF) for Grant Expenditures,
Goods and Services or Expenditures Paid in a Prior Year is Complete.
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Enter a Responding Prior Year Interunit Journal Entry
(TSF)

Situation when this function is used: When one business unit (sending)
furnishes funds for a grant or reimburses another business unit (receiving) for
goods and services purchased or expenditures purchased on their behalf in a
previous year; or furnished funds for a prior year grant. Your department is
initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE Home Worklist Add to Favoriles _Sign out
< General Ledger A
+ Journals
< Journal Entry

= ChealeJoimal Exliies Create Journal Entry

Mew Window | Help | o5

— Copy Journals
[> Standard Journals | Find an Existing Value J Add a New Value \I
[ Import Journals
[ Subsystem Journals ; e 3
[> Process Journals Business U”"‘:W 10 |
[» Suspense Corection Journal 1D: NEXT
[> Ledgers & —
[» Surnmary Ledgers Journal Date: | 10/27/2008 [

[> Close Ledgers

[» Process Multi-Currency =

[ Average Daily Balance Add

[> Open ltems

[» Consolidate Financial
Data

[> Maintain Standard
Budgets

[> Monitor Background
Prareas

Find an Existing Value | Add a Mew value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e Enter the Journal ID from the VT_BU_TRANSFER Query

Enter Journal Date
e Enter the Journal Date from the VT_BU_TRANSFER Query

Click the ADD button
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Mew Window | Custorize Page | 5, =

Header Y  Lines

Y Totals Y Erors Y Approval

Unit: 01110

Long Description;

*Ledger Group:

Ledger:

*Source:

Reference Number:
SJE Type:
Journal Class:

Transaction Code:

Journal ID: 0000520000 Date: 0211172008

I,
| N

IACTUALS Q [T Auto Generate Lines
I Q Adjusting Entry |N0n—Adjusting Enty ]

L

WQ Fiscal Year: 2006
| Period: I_B Q

I ]' ADB Date: IDEIHIEDDE
I Q [T Save Journal Incomplete Status
IGENERAL QL

Curreney Defaults: LSD T CRREMNT 1

Beversal: Do Mot Generate Reversal Commitment Cantral 1

The Header Page loads with the entered journal ID. The ledger Group will

default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. Save Journal
Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class

e PY
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/ Meader Y Lines Y Totals Y Erors ) Approval A
Unit: a1110 Journal ID: - NEXT Date: o9 a2007
Long Description: A detailed description ofthe transfer must be entered on the header panel ofthe 4
journal. Included in this description must be what the transfer is, the time period %
‘Ledger Group: ACTUALS QL [JAuto Generate Lines
Ledger: Q, Adjusting Entry: Mon-Adjusting Entry  +
‘Source: TSF |3 Fiscal Year: 2008
Reference Number: TFO41507 Period: 3Q
SJE Type: ~ ADE Date:
Journal Class: Py Q [Jsave Journal Incomplete Status
Transaction Code: GEMERAL |
Currency Defaults: ISD Y CREREMT 81
Reversal: Do Mat Generate Reversal Committment Control
= = - ] = e he
Finish the journal entry per previous instructions for each TSF scenario
=
Mew Window | Custornize Pane | 5, =
[ Header ¥ Lines Y Tolls  Emors Y Approval |
Unit: 01110 Journal ID: 0000520000 Date: 021172006 ‘Process:|Ediloumal 3] Pracess |
Ternplate List Chanie Yalues Interfintralnit I
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
- [p1710 @ acTuALs | Q [407585 @ [21970 Q| a | al’
rooz [P @ actuaLs | Q [sorsas @ [zremo @ | a | al’

Linestuadd:l 1 =

b3

armize | Find | /
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 2 0.00 20000 ]
B save | =] Motify t Refresh
Header | Lines | Totals | Errors | Approval -
| | v

Enter a Responding Prior Year Interunit Journal Entry (TSF) is
Complete.
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Enter an Initiating Transfer of Receipt Journal Entry
(TSF)

Situation when this function is used: One business unit receives and posts
receipts in VISION that belong to another business unit. The business unit
(sending) transfers the receipts to the business unit (receiving) that they belong
to. Your department is initiating the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE’

Add fo Favoriles

< General Ledger A
== Journals
= Journal Entry
=G Toana Eiies Create Journal Entry
— Copy Journals
[> Standard Journals | Find an Existing Value J Add a New Value \I

[ Import Journals

Mew Window | Help | o5

[ Subsystem Journals ; e -

[> Process Journals Husiness Uint :P.1 10 |

[» Suspense Corection Journal ID: |MEXT
[> Ledgers & —
[» Surnmary Ledgers Journal Date: | 10/27/2008 [

[> Close Ledgers

[» Process Multi-Currency =

[ Average Daily Balance Add

[> Open ltems

[» Consolidate Financial
Data

[> Maintain Standard
Budgets

[> Monitor Background
Prareas

Find an Existing Value | Add a Mew value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e leave as NEXT

Enter Journal Date

e |eave as current date or
e enter the appropriate journal date

Click the ADD button
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Header Y Lines ) Totals Y Erors Y Approval |

Unit: 01110 Journal ID:  NEXT Date: 021112006

Long Description: I j
*Ledger Group: IACTUALS G, [T Auto Generate Lines

Ledger: I Q, Adjusting Entry: | Maon-Adjusting Entry j

*Source: W Q Fiscal Year: 2006

Reference Humber: I Period: I_B Q

S.JE Type: [ N ADB Date: 021172006

Journal Class: l— Q [ save Jl&nal Incomplete Status

Transaction Code: IGENERAL Q

Curreney Defaults: LSD T CRREMNT 1
Beversal: Do Mot Generate Reversal

Commitrment Contral

El caun I =1 Rl mdifis I o DAl I S I |FE BN p T I -

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e A detailed description of the transfer must be entered on the header page
of the journal. Included in this description must be what the transfer is,
the time period that the transfer pertains to, indication as to whether the
business unit is sending or receiving the transfer, and what the original
transaction was including transaction id and A/P or A/R business unit if
applicable.

Change the Source to TSF

Enter a Reference Number
e TF followed by the date in format MMDDYY

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY
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=

/ Header Y Lines Y Totals " Ewmors Y Approval | B
Unit: 01110 Journal ID: - MEXT Date: 09/15/2007
Long Description: A detailed description ofthe transfer must be entered on the header panel ofthe
journal. Included in this description must be what the transfer is, the time period %
‘Ledger Group: ACTUALS Q [JAuto Generate Lines
Ledger: Q Adjusting Entry: MNon-Adjusting Entry v
'Source: TSF QL Fiscal Year: 2008
Reference Number: TFO31507 Period: 3Q,
SJE Type: v ADB Date:
Journal Class: Q [Jsave Journal Incomplete Status
Transaction Code: GENERAL |2
Currency Defaults: LISD F CREMNT 11
Reversal: Do Mot Generate Reversal Committment Caontrol
[ WU BT WP I =S | = oo B 0 0000a e | hs

Click on the LINES Tab

=
Mew Window | Custornize Pane | 5, =

[ Header ¥ Lines Y Tolls  Emors Y Approval |
Unit: 01110 Journal ID:  WEXT Date:  02/11/2006 *Prucess:lEd”JUUf"a| ] PfUCESSl

Ternplate List Chanie Yalues Interfintralnit I
Select Line *Unit *Ledger SpeedTvpe Account Fund Dept Program Cla:
O [pr11o @ acTuaLs [ Q| Q| Q| Q| al’

Linestnadd:l 1 =

Unit Total Lines Total Debits k Total Credits Budge
o110 1 0.000 0.000 M
B save | = Naotify s Refresh

Header | Lines | Totals | Etrars | Abproval

-l

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the sender use the revenue account that
was used on the original deposit, If you are the sender use the
appropriate revenue account for the receipt
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e Enter Fund - If you are the sender use the fund that was used on the
original deposit, If you are the receiver use the appropriate fund for
the receipt

o Enter Deptid — If you are the sender use the deptid that was used on
the original deposit, If you are the receiver use the appropriate deptid
for the receipt

o Enter Class — If you are the sender use the class that was used on
the original deposit, If you are the receiver use the appropriate class
for the receipt

e Enter Program — If you are the sender use the program that was
used on the deposit, If you are the receiver use the appropriate
program for the receipt

o Enter Project/Grant — If you are the sender use the project/grant
that was used on the original deposit, If you are the receiver use the
appropriate project/grant for the receipt

o Enter Affiliate — Enter Business Unit of department that you are
receiving from or sending to

o Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of the receipt here

o Enter Credit Amount - If you are the receiver enter amount of the
receipt here, if you are the sender leave blank

Click the + sign next to the lines to add box

=

[ Header ¥ Lines Y Tolls Y Emors Y Approval | 5
Unit: 01110 Journal ID:  NEXT Date: 091152007 ‘Process: | EditJoumal ¥ | FProcess
Ternplate List Change Yalues Interfintralnit |

Select  Line ‘Unit ‘Ledger SpeedTvpe Account  Fund Dept Program  Class
i 1 01110 |G ACTUALS 415000 Q. [1o000 | (1110003000 |G Q.
O 2 01110 | S ACTUALS Q Qo000 |S 1110003000 | Q,
Lines to adid: 1 =
Customize | Find | Wiew All | i First E 1
Unit Total Lines Total Debits Total Credits  Journal Status Bud
01110 2 100.00 100.00 M
B Save =] Motify % Refresh

Header | Lines | Totals | Errors | Approval
4 ¥
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tn

‘ ‘

Class Bud Ref Project Affiliate Currency  Debit Amount  Credit Amount Rate Type Exchange Rate >» Bas
| Q| Q| Q o100 (@ fusD Q| 100.00 | |cRRNT Q| 1.00000000) ==  USE
| Q| Q| Q Jo11oo |Q fusp Q| f 10000 [EEEEE O | 1.00000000 == USL

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2

Enter account - enter account 100105

Enter Fund — leave as default from line 1

Enter Deptid — leave as default from line 1

Enter Class — leave as default from line 1

Enter Program — |eave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - |leave as default, which balances the journal

Next to Process choose Edit Journal
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=

Mew Window | Custornize Pane | pmy =

[ Header " Lines Y Totals ¥ Erors Y Approval
Unit: 01110 Journal ID:  NEXT Date: 0211172006 *Pmcess:|EdiU0Ufna| :l' PFDUCESS|

Ternplate List Change Yalues Interiintralnit |
* Lines
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
i 1 |D111D Q, ACTUALS f @ [415000 Q [1o000 |, [1110003000 | | Q |_
(I [ori1o @ acTuaLs f Q [100105 @ [1oo00 |, [1110003000 | Q| al’

Linestuadd:l 1 =

Customize | Find | view )l | 88 First [ 4

Unit Total Lines Total Debits Total Credits ~ Journal Status Budge
01110 2 200.00 0.oo ™
B zave | =] Motify % Refresh e
Header | Lines | Totals | Errars | Approval |;|
« I v

Click the Process Button

=3
Mew Window | Customnize P Saved =

[ Header ¥ Lines Y Tolls  Emors Y Approval |
Unit: 01110 Journal ID: 0000617171 Date:  02/11/2008 *Prucess:lEd”JUUf"a| -] PfUCESSl

Template List  Search Criteria  Change Yalues Interfintralnit I = Errors Only Line: m
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Cla:
O [p1110" @ acTuaLs | Q, [415000 Q_ [roooo” @ [1110003000 @ | al’
ooz [ori1o @ acTuaLs | Q [rootos @ [rosoo @ [1110003000 Q@ | al’

Linestuadd:l 1 =

gl Microsoft Internet Explorer m

& Journal 0000617171 is saved. (5210,5) Customize | Find | visw Al | B
Unit Total Lines Total Credits Journal Status Budge
01110 2 100.00 W
|
@ sae | |2 woty || Remesy ks
eaderl lines | Totales | Frrors | Bnnrmeal s
:1 I v

Journal entry has been saved and edited. A Journal ID has been assigned.

Click OK

The journal entry is ready to be picked up by the other department on the
VT_BU_TRANSFER Query. Once the other department has entered the
responding journal entry, Financial Operations will match them and budget check
and post them.

Enter an Initiating Transfer of Receipt Journal Entry (TSF) is Complete.
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Enter a Responding Transfer of Receipt Journal Entry
(TSF)

Situation when this function is used: One business unit receives and posts
receipts in VISION that belong to another business unit. The business unit
(sending) transfers the receipts to the business unit (receiving) that they belong
to. Your department has run the VT_BU_TRANSFER Query and seen that the
other department has initiated the transfer.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE’

Home WWorkiist Add to Favorites Sign out

~ General Ledger A

Mew Window | Help | o5
= Journals | Help | niy

= Journal Entry

S TS R S Create Journal Entry

— Copy Journals "
I Standard Joumnals [ Eind an Existing Value i Adda New Value b
[ Import Journals
[ Subsystem Journals
[ Process Journals L
[ Suspense Correction Journal ID: |MEXT
[> Ledgers —_— =
[ Summary Ledgers Journal Date: | 10/27/2008 |
[» Close Ledgers
[» Process Multi-Currency
[ Average Daily Balance Add
> Open ltems
[> Consolidate Financial
Data
[> Maintain Standard
Budgets
[ Monitor Backaround
Process

Business Unitp1110 |

Find an Existing Value | Add a Mew Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID
e Enter Journal ID from VT_BU_TRANSFER Query

Enter Journal Date
e Enter Journal Date from the VT_BU_TRANSFER Query

Click the ADD button
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=

Mew Window | Custornize Pane | pmy =

/ MHeader Y Lines Y Totals " Ewmors Y Approval |

Unit: a1110 Journal ID: 0000450000 Date: 021212006
R

Long Description: I =
=

*Ledyger Group: IACTUALS Q I- Auto Generate Lines

Ledger: I Q Adjusting Entry: | Mor-Adjusting Entry =]

*Source: IONL Q Fiscal Year: 2006

Reference Number: I Period: I 8

S.JE Type: I :'I ADE Date: IDEI'I 2i2008

Journal Class: I Q [T Save Journal Incomplete Status

Transaction Code: IGENERAL Q

Curreney Defaults: LSD T CRREMNT 1
Reversal: Do Mot Generate Reversal Cormmitrnent Contral |

The Header Page loads with the journal ID entered. The ledger Group will
default as ACTUALS. The Source defaults as ONL. Adjusting Entry defaults to
Non-Adjusting Entry. The Transaction Code defaults to GENERAL. Save Journal
Incomplete Status defaults as unchecked.

Enter a Long Description
e Include detailed description of what the transfer is doing including
receipt, where the receipt came from and deposit id and date from
original deposit.

Change the Source to TSF

Enter a Reference Number
e Enter the Reference Number from the VT_BU_TRANSFER Query

Enter Journal Class (Required if it relates to a Prior Fiscal Year)
o PY

Click on the LINES Tab
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=3

Mew Window | Custormnize Page | i =

[ Header ¥ Lines Y Totals " Ewars Y Approval |

Unit: 01110 Journal ID:  DO00OS50000 Date: 021272006 *Prucess:lEdiUUL'ma' :l' Frocess |
Template List Change Yalues Interfintralinit |
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
[ [P0 @ acTuaLs | Q| Q| Q| Q| al’

Linestuadd:l 1 =

Custarmize | Find | Wiew All | i
Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 1 0.000 0.000 M
B Save | =] Motify % Refresh

Header | Lines | Totals | Errors | Approval
1 | i

The Lines page loads. In the Lines box, business unit and ledger defaults from
the header page.

Under Lines; Line 1

e Enter account - If you are the sender use the revenue account that
was used on the original deposit, If you are the receiver use the
appropriate revenue account for the receipt

e Enter Fund - If you are the sender use the fund that was used on the
original deposit, If you are the receiver use the appropriate fund for
the receipt

o Enter Deptid — If you are the sender use the deptid that was used on
the original deposit, If you are the receiver use the appropriate deptid
for the receipt

e Enter Class — If you are the sender use the class that was used on
the original deposit, If you are the receiver use the appropriate class
for the receipt

e Enter Program — If you are the sender use the program that was
used on the deposit, If you are the receiver use the appropriate
program for the receipt

o Enter Project/Grant — If you are the sender use the project/grant
that was used on the original deposit, If you are the receiver use the
appropriate project/grant for the receipt

o Enter Affiliate — Enter Business Unit of department from the
VT_BU_TRANSFER Query

o Enter Debit Amount — If you are the receiver leave blank, if you are
the sender enter amount of the receipt here
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e Enter Credit Amount — If you are the receiver enter amount of the
receipt here, if you are the sender leave blank

Click the + sign next to the lines to add box

=

[ Header ¥ Lines Y Totals | Ewmars Y Approval | 25
Unit: 01110 Journal ID:  WEXT Date: 09152007 ‘Process: | EditJoumnal v| Frocess
Template List Change Yalues InterintraUnit |

Select Line ‘Unit ‘Ledaer SpeedType Account Fund Dept Program Class

il 1 D110 | ACTUALS Q, 462500 QL [1o000 | (1110003000 |2 Q

0 2 01110 |Q, ACTUALS aQ @, [1oo00 (@, [1110002000 |Q Q,
Lines to adid: 1 =

Custamize | Find | view All| B8 First 44

Unit Total Lines Total Debits Total Credits  Journal Status Bud
01110 2 100.00 100.00 M
B Save | =] Motify % Refresh

Header | Lines | Totals | Errors | Approval .

4 ¥

1S

|h§ﬂ =

‘I—

Class Bud Ref Project Affiliate Currency Debit Amount  Credit Amount Rate Type Exchange Rate >> B:
| Q| Q| Q o100 (@ fusD Q| [ 100.00 [CRRNT Q| 1.00000000 == U
| Q| Q| Q Jotioo (@ Juso @ | 7 10000 | |cRRNT Q| 1.00000000 2= U

Budget Status
i

Line 2 is added. All chartfields from line 1, except account, are defaulted in line
2. The amount in line 2 defaults to balance the journal.

Under Lines; Line 2

Enter account - enter account 100105
Enter Fund - leave as default from line 1
Enter Deptid — leave as default from line 1
Enter Class — leave as default from line 1
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Enter Program — leave as default from line 1

Enter Project/Grant — leave as default from line 1

Enter Affiliate - leave as default from line 1

Enter Debit Amount — leave as default, which balances the journal
Enter Credit Amount - leave as default, which balances the journal

Next to Process choose Edit Journal

=

Mew Window | Custornize Pane | pmy =

[ Header " Lines Y Totals ¥ Erors Y Approval
Unit: 01110 Journal ID:  DO00550000 Date: 02/1 212006 *Pmcess:|EdiU0Ufna| :l' PFDCESS|

Ternplate List Change Yalues Interiintralnit |
* Lines
Select Line *Unit *Ledyger SpeedType Account Fund Dept Program Cla:
i 1 |D111D Q, ACTUALS f Q [462500 Q [1o000 |, [1110003000 | | Q |_
(I [ori1o @ acTuaLs f Q froo10s @ f1o000 (@ [1110003000 | Q | al’

Linestuadd:l 1 =

Customize | Find | Wiew All | i First E 11

Unit Total Lines Total Debits Total Credits ~ Journal Status Budge
01110 2 0.o0 200.00 ™
B zave | =] Motify % Refresh e
Header | Lines | Totals | Errars | Approval |;|
« I v

Click the Process Button
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=3

Mewy Window | Customize P Saved =

[ Header ¥ Lines Y Totals " Ewars Y Approval |

Unit: 01110 Journal ID: 0000550000 Date:  02/12/2006 *Prucess:lEdiUUL'ma' = _Process |
Template List Search Criteria  Change Values InterintraUnit | I= Errors Only Line:l 10
Select Line *Unit *Ledaer SpeedType Account Fund Dept Program Cla:
O [or1107 L acTuaLs f Q [452500  Q [10000 |2 [1110003000 Q| al’
[ [p1110" @ acTuaLs f Q froo10s @ f1o000 | [1110003000 | | al’
Lines to add: I 1 [
Journal 0000550000 is saved. (5210,6)
Customize | Find | view All | #
Unit Total Lines Total Credits Journal Status Budge
01110 2 100.00 W
B save | =] Motify | t Refresh |

I—‘n:xrh:lrl Linee | Tatale | Errare | Annroeal
4

Journal entry has been saved and edited. Journal status is V.

Click OK

The journal entry is ready to be picked up by Financial Operations and matched

to the other department’s journal. Both will be budget checked and posted by
Financial Operations.

Enter a Responding Transfer of Receipt Journal Entry (TSF) is
Complete.
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Enter an Intraunit Transfer Journal Entry (ONL) to
Period 998

Situation when this function is used: Period 998 is the adjustment period
used at year-end to record transfers and corrections to the year ending books
after June 30.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE’

Home WWorklist Audd to Favoriies Sign out

= General Ledaer A~
= Journals
<= Journal Entry

Create Journal Entry
— Copy Journals

& Standard Journals /_Eind an Exsting Value § Add a New Value )

[ Import Journals

[ Subsystemn Journals

[» Process Journals

New Window | Help | 15

Business Unit:[p1110 @

[> Suspense Correction Journal 1D: |MEXT
[> Ledgers - ok
[ Summary Ledaers Journal Date: :10-‘2?.52008_ [EX}
[» Close Ledgers
[» Process Multi-Currency _
[ Average Daily Balance Add

[ Open ltems

[» Consolidate Financial
Data

[> Maintain Standard
Budaets

[ Monitor Background
Process

[» Review Financial

Find an Existing Value | Add a Mew Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Journal ID

e leave as NEXT or

e if you are correcting a previously enter Journal ID, you may change
the Journal ID to be the same as the one you are fixing (Note:
journal date must be different than the original journal)

Enter Journal Date
e June 30, (year just ended)

Click the ADD button
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=
/ Meader Y Lines Y Totals Y Erors ) Approval ~

Unit: 01110 Journal Il: - NEXT Date: 06/30/2007

Long Description:

‘Ledger Group: ACTUALS Q [JAuto Generate Lines
Ledger: Q Adjusting Entry: MNon-Adjusting Entry v
'Source: Rl QY Fiscal Year: 2007
Reference Number: Period: 12|1Q
SJE Type: W ADB Date:
Journal Class: &} [Jsave Journal Incomplete Status
Transaction Code: GEMERAL |,
Currency Defaults: USD F CRREMNT £ 1
Eeversal: Do Mot Generate Reversal Commitment Contral
E caun | =1 klntifis | . Dafrach | E. Add | B 1 imdataiMiemla | M

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description
e Include detailed description of what the transfer is doing.
e Include dates and document ID’s (Deposit ID’s, Journal ID’s etc) of the
transactions that are being corrected.

Change Adjusting Entry
e Use drop down and choose Adjusting Entry
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=»

/ Header Y Lines ¥ Totals Y Erors ) Approval ~

Unit: 01110 Journal ID:  NEXT Date: 06/30/2007

Long Description: include detailed description afwhat the transfer is doing A

include dates and document ID's (deposit ID's, journal ID's, etc.) of thel v

‘Ledger Group: ACTUALS Q [JAuto Generate Lines

Ledger: Q, Adjusting Entry: Adjusting Entry v

'Source: Rl QY Fiscal Year: 007

Reference Number: Period: 998|C,

SJE Type: W ADB Date:

Journal Class: Q [Jsave Journal Incomplete Status

Transaction Code: GEMERAL 2

Currency Defaults: USD FCRERMT M1

Beversal: Do Mot Generate Reversal Cotmmittment Contral

B cewn | F nietine | o Defenen = aan | Eimdatamiseio

&] S & Irternet

The Fiscal Year will be the fiscal year just ended and the Period will change to
998.

You may now go to the lines page to finish your journal. Your journal will be
available to post to period 998 once the lines have been entered and it has been
edited and budget checked.

Enter an Intraunit Transfer Journal Entry (ONL) to Period 998 is
Complete.
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Enter a Journal Entry (ONL) to the ACCRL/ADJ]
Ledger — Internal Service Funds and Enterprise Funds
and Fiduciary Funds Only

Situations when this function is used: Entries are made to the ACCRL/ADJ
ledger by Internal Service Funds, Enterprise Funds, and Fiduciary Funds to
record accrual entries at year-end and sometimes during the year.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Add a new Value

ORACLE’

Home WWorklist Add to Favoriies Sign out

< General Ledaer A
= Journals
< Journal Entry
— Create Journal Entries
Copy Journals

(¥ Sta‘nh‘arﬂ Journals ."’ FEind an Existing Value :{ Add a New Value \I

[ Import Jeurnals

HMew Window | Help | 15

Create Journal Entry

I Subsystem Journals : o |
[ Process Journals Hussnass Ukt :_m 1_10 .Q
[* Suspense Correction Journal 1D; |MEXT
[ Ledgers oo
> Summary Ledgers Journal Date: |10/27/2008 |5

[ Close Ledgers

[ Process Multi-Currency

> Average Dally Balance R

[> Open ltems

[» Consolidate Financial
Data

[> Maintain Standard
Ridnate

Find an Existing Value | Add a Mew Value

Your default BU will appear in the Business Unit field. The Journal ID will default
as NEXT. The Journal Date will default as the current date.

Enter Business Unit

e |eave as default or
e enter the appropriate business unit

Enter Journal ID

e leave as NEXT or

e if you are correcting a previously entered Journal ID, you may change
the Journal ID to be the same as the one you are fixing (Note:
journal date must be different than the original journal)

Enter Journal Date
e Should be June 30" date and then reversed on July 1%,

Click the ADD button
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/ Meader Y Lines Y Totals Y Erors ) Approval £

Unit: 01110 Journal Il: - NEXT Date: 06/30/2007

Long Description:

‘Ledger Group: ACTUALS Q [Jauto Generate Lines

Ledger: Q. Adjusting Entry: Mon-Adjusting Entry  »
‘Source: ORL (S Fiscal Year: 2007

Reference Number: Period: 12|1Q,

SJE Type: v ADE Date:

Journal Class: &} [Jsave Journal Incomplete Status
Transaction Code: GEMERAL |,

Currency Defaults: USD F CRRMT £1
Eeversal: Do Mot Generate Reversal Cammitrment Contral

= oA | = (TN I | = oo | 0o nonc mas i || b

The Header Page loads. The ledger Group will default as ACTUALS. The Source
defaults as ONL. Adjusting Entry defaults to Non-Adjusting Entry. The
Transaction Code defaults to GENERAL. The fiscal year and period default based
on the Date. Save Journal Incomplete Status defaults as unchecked.

Enter a Long Description

e include detailed description of what the entry is doing
e include dates and document ID’s where applicable

Ledger Group
e Use drop down and choose ACCRL/ADJ
Adjusting Entry
e Leave as non-adjusting entry or click on drop down and choose

adjusting entry to post to period 998 if journal is a year end adjusting
journal entry.
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New Window | Help | Customize Pane | B

[ Header Y Lines |° Tolals " Emors )" Approval |

Unit. 01110 Journal ID: - NEXT Date: 11/03/2008

include detailed descriptions of what the entry is doing &
include dates and document ID's where applicable it

*Ledger Group: Q [ Auto Generate Lines

Ledger: I:IQ Adjusting Entry:
*Source: Q Fiscal Year: 2009

Reference Number: l:l Period: Q

SJE Type: ADB Date:

Journal Class: I:lQ [ save Journal Incomplete Status
Transaction Code: Q

Currency Defaults: USD / CRRNT /1
Reversal: Do Mot Generate Reversal Commitment Control

B save | [E] Notify I 4 Refresh I s 2dd Uudatafﬂrsulayi

Header | Lines | Totals | Errors | Approval

Long Description:

You may now go to the lines page to finish your journal.

ORACLE’

WWorklist Add to Favorites

=

Header " Lines Y Totals y° Emors ) Approval

Unit: 01110 Journal ID:  NEXT Date: 11/03/2008 *Process: | Edit Journal i~| Process |

InterintraUinit |

Home Worklist Add to Favoriies Sign out

Mew Window | Help | Customize Page | /&,

Template List Chanae Values
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project Affiliate L
F 1 01110 |Q ACCRLADI [ | & [172401]Q [59300 J@ [1115001000 |2 | e | e | e | e [
B 2 [p1110]@ AccruzDy | | & [172508 |@ [59300 |@ [1115001000 | | la | la | la | la [
Fl 3 [01110 ]2, AccRUAD] | | @ [480000|@, [59300 |@ [1115001000 |2, | e | @ | @ | la [
" [p1110]@ AccRUADY | | @ [s23820 |@ [s0200 | @ [1115001000 |2 | la | & | la | la [

Lines to add: E

Customize | Find | Vie

Unit Total Lines Total Debits Total Credits Journal Status
01110 4 31,140.00 31.140.00 N

B save | [ Notify | f}s Refresh

Header | Lines | Totals | Errars | Approval

Click on the Process button next to Edit Journal
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Add to Favories

New Window | Help | Customize Pan: Saved

Header ines Totals Errors Approval
Head L Totals |/ E A i

Unit: 01110 Journal ID: 0001065219 Date:  11/03/2008 ’Process:!EU“JUL‘m' v| _Process I
Template List Search Criteria  Change Valuss Inter/Intralnit I Errors Only  [=| [Z] |jpe: |15_1 ]

Select Line *Unit *Ledger SpeedTypy = Program Class Project Affiliate L
o [01110]Q, AccRUADS o [ Ja[ Ja la [ Jaf
O 2 [orri0|@ acoruaDd || A Journal 0001065219 is saved. (5210,6) | | | la | la | la [
St 1 At | !
0o 3 [01110 @, AccRUADY — Q| e | la, | la | o |
O 4+  [proasccrums al_Ja[ ] Q[ Jaf

Lines toadd: | 1] E M|

Customize | Find | View All | i First H] 10f1 [¥ L ast
Unit Total Lines Total Debits Total Credits Journal Status

01110 4 31,399.50 31,399.50 v

Save I [=] Notify | 73 Refresh

Header | Lines | Totals | Errars | Appraval

A message displays saying the journal has been saved and a journal number is
assigned.

The journal now has a Journal Status = V

The journal can now be posted or the overnight batch process will post the
journal.

Important Note: ACCRL/ADJ journals do not budget check. They are
just edited and posted.

Enter a Journal Entry (ONL) to the ACCRL/ADJ Ledger — Internal
Service Funds and Enterprise Funds and Fiduciary Funds Only is
Complete.
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Edit a saved journal entry

Situations when this function is used: A journal entry has been saved. The
journal needs to be edited so it can be budget checked and posted.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an existing value

=113

Create Journal Entry
Enter any information you have and click Search. Leave fields blank far 3 list of all values.

J/ Find an Existing Value {_Add a Mew Value |

Business Unit: [= = [o1110 Q

Journal 1D: |begins with L”

Journal Date: [= = Ex]
Document Sequence Number: | hedins with ;l |

Line Business Unit: |= j | Q

Journal Header Status: |= LI |N|:| Status - Meeds to he Edited ;l
Budget Checking Header Status: | = ;I | ;I
Source: [= = [onL Q

Search | Clear | Basic Search Save Search Criteria

Find an Existing walue | Add g Mew Walue

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Source will
default as ONL.

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit

Enter Journal Header Status: = No Status-Needs to be Edited

Enter Source

e Leave as Default or
e Enter the appropriate Source
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Click on the Search button.

Create Journal Entry
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value " Add a Mew value

Business Unit: I == l |D1 110 Q

Journal ID: | begins with j|
Journal Date: |= = El

Document Sequence Number: | beging with j |

Line Business Unit: |: vl | Q,

Journal Header Status: |= | |MaStatus - Needs to be Edited |+ |
Budget Checking Header Status: |= = =l

Source: I: vl |ONL Q
Search | Clear |ElasicSearch B gave Search Criteria

Search Results

1-2 0f 2

Document Line Journal EOCHEn Journal Journal Journal Net

Business Journal  UnPost e — 5 Checking Ledger Currency —r S
. Journal ID Sequence Business Header Source Total Total Statistical Description
Date Sequence \\vher  unit Status :te:tﬂ:’ Group Code  |ines pebits
01110 0000617154 02/07/2006 O hlank 01110 Edit Req'd Mot Chk'd ACTUALS OML LUSD 2 2 o Testfor Edit a save journal
01110 0000617155 0250742006 O hlank 01110 Edit Req'd MotChk'd ACTUALS OML  LUSD 2 3 o TestJournal

Find an Existing “alue | Add a Mew Walue

A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically open.)

Click any hyperlinks in the line for the journal that you want to edit.

The Journal Header page loads.
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Click on the Lines tab

Bl
New Window | Customize Page | ns

Header " Lines Y\ Totals | Emors | Approval |

Unit: 01110 Journal ID: 0000617154 Date:  02/07/2006 '3rocess:|Ed”J°L'ma| = Process |
Template List  Search Criteria  Change Yalues Interfintralinit = Errors Only Line: W
Select Line Unit Ledger SpeedType Account Fund Dept Program Class Bud Ref Project Affiliat
o [prito @ actusLs | Q [st0z200 @ [1o000 @ [1110003000 O | Q| Q| Q| al
[l 2 WQ ACTUALS | Q [510210 @, froo00 @ [1110003000 Q| Q| Q| Q| Q, |_

Linestoa(l(l:l 1 =

Customize | Find | Wiew Al | L] First [4) 1 o 1 [V Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 2 2.00 2.00 M M
B Save | £\ Return to Search | +E Mextin List | Previous in List | = Motify L Refresh

Header | Lines | Totals | Errars | Approval

The Journal Lines page loads.

Choose Process: Edit Journal

Click on the Process button

Elr
Mew Window | Customize Page | p5

[ Header " Limes Y Totals " Erors Y Approval

Unit: 01110 Journal ID: 00006174154 Date: 02072006 ‘Process: |EditJournal =[] Process |
Template List  Search Criteria  Change Values Interfintralnit ™ Errors only Line: W
Select Line Unit Ledger SpeedType Account Fund Dept Program Class Bud Ref Project Affilia
r 1 IWQ ACTUALS | Q [510200 < f10000 2 [1110003000 Q| Q| Q| Q| Q, |_
r 2 WQ ACTUALS | Q [s10210 @ [to000 @ [1110003000 O Q| Q| Q| aQ, |_

Linestoa(l(l:l 1 =

Customize | Find | A1 First 4] 4 or 1 [V Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 2 2.00 2.00 W M
B Save | &L Return to Search I & Mextin List Previous in List I = Motify L Refresh

Header | Lines | Totals | Errors | Approval

The journal has been edited. Under Totals, Journal Status is V, Budget Check
status is N.

The journal is ready to be budget checked.

Edit a Saved Journal Entry is Complete.
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Budget Check a Journal

Situations when this function is used: A journal entry has been edited. The
journal needs to be budget checked so it can post.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

=113

Create Journal Entry
Enter any information you have and click Search. Leave fields blank far 3 list of all values.

J/ Find an Existing Value {_Add a Mew Value |

Business Unit: [= = [o1110 Q

Journal 1D: |begins with L”

Journal Date: [= = Ex]
Document Sequence Number: | hedins with ;l |

Line Business Unit: |= j | Q

Journal Header Status: |= LI |N|:| Status - Meeds to he Edited ;l
Budget Checking Header Status: | = ;I | ;I
Source: [= = [onL Q

Search | Clear | Basic Search Save Search Criteria

Find an Existing walue | Add g Mew Walue

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Source will
default as ONL.

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit

Enter Budget Checking Header Status: = Not Budget Checked

Enter Source

e Leave as Default or
e Enter the appropriate Source
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Click on the Search button.

Create Journal Entry
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value {__Add a New Yalug

Business Unit: |= vl |D1 110 [}

Journal ID: | begins with j |

Journal Date: |: ;I | El

Document Sequence Number: |begins wiith ;”

Line Business Unit: I: vl I Q,
Journal Header Status: |= =
Budget Checking Header Status:l: j | Mot Budget Checked

Source: I: 'l IONL Q
Search | Clear | Basic Search Save Search Criteria

Search Results

EN|EY

1-2 of 2

Document Line Journal Journal Journal .Journal Net

- Ledger Currency e i
Sequence Business Header Source Total Total Statistical Description
Date Seauence v, hor it Statys  Header  Group Cade Debits  Units

Journal  UnPost

Journal ID

01110 00006171454 020772006 0 hlank) 01110 Walid Mot Chk'd ACTUALS OML  USD 2 2 o Testfor Edita save journal
1110 0000617155 02/07/2006 0 hlank a1110 EditReg'd MotChk'd ACTUALS OML  USD 2 2 i TestJournal

Find an Existing Walue | Add a Mew Yalua

A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically open.)

Click any hyperlinks in the line for the journal that you want to budget check.

The Journal Header page loads.

Click on the Lines tab

Mewy Window | Customize Page | &)

[ Header ¥ Lines Yy Totals " Erors " Approval |

Unit: 01110 Journal ID: 00006171454 Date: 02/0712006 ‘Process:k
Template List Search Criteria  Change Walues 'memmfaU””| I Errors Only

Process |

Select Line Unit ‘Ledger SpeedType Account Fund Dept Program Class Bud Ref Project Affil
r 1 |n111n Q) ACTUALS | Q_ [s10200 @ [too00 @ [1110003000 O Q| Q| Q| Q, |_
[l 2 |u111u Q, ACTUALS | Q [s10210 Q f10000 < [1110003000 Q| Q| Q| Q| Q, |_

Linestoa(l(l:l 1 =

C First 1] 1of 1 ] Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 2 2.00 2.00 W M
B Save | &L Return to Search I & Mextin List Previous in List I = Motify L Refresh

Header | Lines | Totals | Errors | Approval
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The Journal Lines page loads.

Choose Process: Budget Check Journal

Click on the Process button

Elr

Mew Window | Customize Page | =)

[ Header " Lines { Totals }  Erors " Approval

Unit: 01110 Journal ID:  DO00B17154 Date: 02072006 ‘Process:|EditJournal || Process |
Template List  Search Criteria  Change Yalues Interfintralinit | I™ Errors Only Line:m
Select Line Unit Ledger SpeedType Account Fund Dept Program Class Bud Ref Project Affiliat
r 1 WQ ACTUALS | Q [510200 Q [1o000 @ [1110003000 Q Q| Q| Q| Q, |_
[l 2 WQ ACTUALS | Q [s10210 Q f1oo00 € [1110003000 Q| Q| Q| Q| Q, |_

Lines to a(l(l:l 1 [=]

Custornize | Find | View Al | First [4) 1 o 1 [V Last
Unit Total Lines Total Debits Total Credits J b atus Budget Status
01110 2 2.00 2.00 W W
B Save S Returnto Search | +E Mextin List Previous in List = Motify L Refresh

Header | Lines | Totals | Errars | Approval

The journal has been budget checked. Under Totals, Journal Status is V, Budget
Check status is V.

The journal is ready to be posted.

Budget Check a Journal is Complete.
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Post a Journal

Situations when this function is used: A journal entry has been edited and
budget checked. The journal will post in the nightly process or the journal can
be posted immediately.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

=1

Create Journal Entry
Enter any infarmation you have and click Search. Leave fields blank far 3 list of all values.

J Find an Existing Value {_Add a Mew Value |

Business Unit: |= J |D1 110 &'}

Journal 1D: |begins with ;”

Journal Date: [= = e
Document Sequence Number: | hedins with LI |

Line Business Unit: |= J | Q

Journal Header Status: |= LI |N|:| Status - Meeds to be Edited ;l
Budget Checking Header Status: | = j | j
Source: = =l [onL Q

Search | Clear | Basic Search Save Search Criteria

Find an Existing walue | Add g Mew Walue

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Source will
default as ONL.

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit

Journal Header Status = Valid Journals-Edits Complete

Budget Checking Header Status = Valid Budget Check

Enter Source

e Leave as Default or
e Enter the appropriate Source
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Click on the Search button.

3
. —_ -
— =

Document Sequence Humber: | begins with j |

Line Business Unit: = B |D1 110 Q

Journal Header Status: [= k| |valid Joumnal - Edits Complete |7

Budget Checking Header Status: |= El [valid Budget Check !

Source: =z |ONL Q

Search Clear | Basic Search Save Search Criteria
Search Results %
Document Line Journal P Journal Journal R

Journal ID e sl Seguence Business Header BHECKNEATIER Source C:]':’%!Tmal

Humber Unit Status sl Loy Lines
Status

Date Seguence

01110 0000176455 08/01/2002 0 thlank) 01110 valid valid  ACTUALSOMNL USD 2 G528 O
01110 0000176956 062672002 0 thlank) 01110 Vvalid valid ~ ACTUALSOMNL USD 2 6528 0
01110 0000176864 08/20/2002 0 fhlank) 01110 Valid Valid  ACTUALSOMNL USD 4 52.2 i
01110 0000176863 082072002 0 blank) 01110 valid Yalid  ACTUALSONL USD 4 5230

fhlank) 01110 valid  valid  ACTUALSOML USD 2 40464190

D|111D 0000593965 062472005 1

A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically open.)

Click any hyperlinks in the line for the journal that you want to post.

The Journal Header page loads.

Click on the Lines tab
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=3
Mew Window | Customize Page | pw =

Header " wines Y Totals Y Erors ) Approval
nit: 01110 Journal ID:  DOO0GT 7148 Date: 02/04/2006 *Prucess:lEdiUUL'ma' :l' Pf00989|

emplate List  Search Criteria  Change Values InterintraUnit | = Errors Only Line:m
Select Line  ‘Unit ‘Ledger SneedTvpe Account Fund Dept Program ~Class
O [pri1o QL acTuaLs f Q [s13010 @ [20105 | [1110003000 Q| a |
[ [p1110" @ acTuaLs f Q [s12300 @ [20105 |Q, [1110003000 Q) | Q|

Custornize | Find | View | B8 First [ 1o 41 [
Unit Total Lines Total Debits Total Credits Journal Status Budget Stz
1110 2 100.00 100.00 W W
Save | EL Return to Search | 5 MextinList | +El Previous in List | =] Motify y Refrash

bripr | Linec | Tatale | Errare | Annroeal | _lj
4' [

The Journal Lines page loads.

Choose Process: Post Journal

Click on the Process button

=

Mew ivindow | 5,
Are you sure that you want to postthis journal? (5010,45)

QK Cancel

Message page loads.

Click OK
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=3

|+

Mew Window | Customize Page | pw

Header " wines Y Totals Y Erors ) Approval

nit: 01110 Journal ID: 0000617148 Date: 020472006 ‘Process: |Editdounal =] | Process |
ernplate List  Search Criteria I™ Errors Only Line: I 10
Select Line Unit Ledger SpeedType Account Fund Dept Program Class
- 1 a1110 ACTUALS Q513010 20105 1110003000
- 2 a1110 ACTUALS Q. 512300 201045 1110003000
Custamize | Find | view all | B8 First [ 4 o¢ 1 [}
Unit Total Lines Total Debits Total Credits Journal Status Budget Stz
1110 2 100.00 100.00 B W
Save | S Returnto Search | +E Netin List 1Bl Previous in List =] Notify % Refresh | %

Bder | Lines | Totals | Errors | Approval

K1l | _*lj

Journal is posted. Journal Status is P.

Post a Journal is Complete.
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Copy a Journal Entry

Situations when this function is used: A journal needs to be entered that is
similar to one already in the system. The copy function can be used to copy the
journal and create a new one. This saves on data entry time.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

=1

Create Journal Entry
Enter any infarmation you have and click Search. Leave fields blank far 3 list of all values.

J Find an Existing Value {_Add a Mew Value |

Business Unit: |= j |D1 110 &'}

Journal 1D: |begins with ;”

Journal Date: [= = e
Document Sequence Number: | hedins with LI |

Line Business Unit: |= j | Q

Journal Header Status: |= LI |N|:| Status - Meeds to be Edited ;l
Budget Checking Header Status: | = j | j
Source: = =l [onL Q

Search | Clear | Basic Search Save Search Criteria

Find an Existing walue | Add g Mew Walue

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Source will
default as ONL.

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit

Enter Journal ID
e Journal ID of the journal you want to copy

Enter Journal Date
e Journal date of the journal you want to copy

General Ledger 116 of 179



Click on the Search button.

3
Business Unit: == [or710 Q =l
Journal ID: |begins WithleDDDEH‘IQS
Journal Date: [= =z orizeizoos 5
Document Sequence Humber: | hegins with j |
Line Business Unit: == for110 Q
Journal Header Status: [= I =
Budget Checking Header Status: | = j | j
Source: =r [ Q
Search Clear | Basic Search Save Search Criteria %

Search Results

Document Line Journal P

Journal Journ:
Tot Tot

Lines Debit

Journal ID wianb vl e Seguence Business Header EHECKnEATIER SDIITCEM

D: Sequence

Number Unit ; Header Group Code

01110 0000617125 0172672006 0 hlank 01110  Posted Walid ACTUALSOML LIS 2 a00 O T~

e e

A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically open.)

Click any hyperlinks in the line for the journal that you want to copy.

=3
e v | suste ) uu e g
/ Weader (_ Lines Y Totals Y Erors Y Approval
Unit: 01110 Journal ID: 0000617125 Date: 01/26/2006
Long Description: I =
[
*L edger Group: IACTUALS [T &uto Generate Lines
Ledger: | Adjusting Entry: | Mor-Adjusting Entry 2]
*Source: oML Fiscal Year: 2006
Reference Number: I Period: I 7
SJE Type: | :l' ADB Date: |D1 i2612008
Journal Class: I [T Save Journal Incomplete Status
Transaction Code: IGENERAL [
Currency Defaults: USD F CRRMT £1
Eeversal: Do Mot Generate Reversal Commitrment Contral
= = 1= 1 1 = 1 =l

The Journal Header page loads.
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Click on the Lines tab

3
[ Header ' Lines Y Totals | Ewars Y Approval |
Unit: 01110 Journal ID: 0000923838 Date: 09/06/2007  ‘Process: v | Process
Template List  Search Criteria Errors Only Line:| 10
Select Line Unit Ledaer SpeedType Account Fund Dept Program Class Pi
1 a1110 ACTUALS ) 480400 630923 1110002500
2 a1110 ACTUALS Q. 100108 B3a09a 1110002500
omize | Find | Wiew
Unit Total Lines Total Debits Total Credits  Journal Status Budiy
01110 2 2,343.84 234384 B
E Save S Returnto Search | 4B Netin List =] Notify % Refresh

Header | Lines | Totals | Errars | Approval

The Journal Lines page loads.

Choose Process: Copy Journal

Click on the Process button

3
Journal Entry Copy ~
Business Unit: 01110 Copy From ID: 0000923838 Copy From Date:  09/06/2007
Journal ID: MEXT Ledger: [IRreverse Signs
Journal Date: 09152007 | New Ledger: Recalculate Budget Date
ADB Date: Document Type: [Isave Journal mcomplete Status

Currency Effective Date: | 09/15/2007 Bl

@DO Not Generate Reversal Same As Journal Reversal
) Beginning of Next Period On Date Specified By User
CEnd of Next Period

ADB Reversal Date:
' Next Day

O Adjustment Period
) On Date Specified By User

Adinstment Perind: M

The Journal Entry Copy Page loads.
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Enter Journal ID

e Leave as next or
e Enter a journal ID

Enter Journal Date

e Leave as current date or
e Enter a journal date

Click on Reverse signs — ONLY if you want the journal to be an exact
opposite of the journal you are copying

Click on Recalculate Budget Date — MUST be done on each journal
regardless of journal date.

Click OK

(=3
Mew Window | Customnize P Saved =

[ Header " Lines Y Totals ¥ Erors Y Approval

Unit: 01110 Journal ID:  DOOOGA 7173 Date: 02/1 212006 *Pmcess:|EdiU0Ufna| :l' Frocess |
Template List  Search Criteria  Change val Mot e U L A ] Line: [ 10
& Journal DOO0617173 s saved, (5210,6)
Select Line *Unit *Ledger nd DEIC_!! Prngram Class
1 01110 | G, ACTUALS 000 Q@ [1110003000 C
r frroja N al_Jal
I 2 |01110 C, ACTUALS 000, [1110003000 | | Q | &

b5

Linestnadd:l 1 = E

Customize | Find | Wiew All | L First [4] 1

Unit Total Lines Total Debits Total Credits Journal Status Budge
o110 2 0.0n 0.an M
B save | ELReturn to Search | E Motify % Refresh

l—‘nnﬂnrl Lines | Tatals | Frears | &nnrmeal
4

| o

The journal Lines page loads with the new journal data and indicates that the
new journal has been saved. If the journal ID was left as next, a journal ID has
been assigned.

Click OK
Make and changes to journal descriptions, chartfields, amounts, etc.
The journal is ready to be edited, budget checked and posted.

Copy a Journal Entry is Complete.
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Print a Journal Entry

Situations when this function is used: A printed copy of the journal entry is
needed.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

Home Worklist Add to Favories Sign out
~ General Ledger ~ w Windaov [E]
= Journals T New Window | Help | o5
< Journal Entry
| — Create Journal Enfries Create Journal Entry
— Copy Journals Enter any information you have and click Search. Leave fields blank for 3 list of all values
> Standard Journals
& Import Journals { Find an Existing Value ' Adda New Value
[» Subsystem Journals
[» Frocess Journals g 4 = TV —
I Suspense Correction Business Unit: o110 a
b Ledgers Journal ID: [ begins with I ‘
[ Summary Ledgers
> Close Ledgers Journal Date: [= v | E]
[> Process Multi-Currency i 7 E
> Average Daily Balance Document Sequence Number: | begins with » ” ‘
b Open ltems Line Business Unit: = v 01110
[> Consolidate Financial D 8
Data Journal Header Status: = v Mo Status - Needs to be Edited | »
L gaggzlg Slidard Budget Checking Header Status:| =
[ Monitor Background Source: = v onL Q
Process =
[» Review Financial
Information Search | Clear l Basic Search [El Save Search Criteris
[> Archiving Takles
[» Regulatory Ledger
Reparts | Find an Existing Value | Add a New Value
[ XBRL
[» General Renorts
Home Worklist Add to Favorites Sign out
=

New Window | Helo | B,
Create Journal Entry
Enter any information you have and click Search. Leave fields blank far a list of all values

{ Find an Existing Value {_Add a Hlew Value |

Journal ID: | begins with » || |
Journal Date: | = v‘ | |Eﬂ

Document Sequence Number: | begins with || |

Journal Header Status: 3 v

Budget Checking Header Status:| = v v

- E—
Search I Clear I Basic Search B Save Search Criteria

Find an Existing Value | Add a New Value

Enter Business Unit
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Enter Journal ID — be sure to include the leading zero's

d to Favorites

New Window | Help | E%,

Create Journal Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value {_Add a New Value

Business Unit:

01110 Q,

Journal ID: [ begins with v [a0at085215 |

Journal Date: | = v‘ | |Eﬂ

Document Sequence Number: | begins with || |

Line Business Unit:

Journal Header Status: v v
Budget Checking Header Status:| = " v
Search | Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add a New Value

Click Search

ORACLE’
»

Workist

Add to Favories Sign out

Mew Window | Help | Customize Page | B

[ Header Y Lines |~ Tolals " Emors )" Approval |

Unit 01110 Journal ID: - 0001065215 Date: 10/21/2008

Long Description: Correct Accounting Entries for Deposit# 1110888888, dated 10-21-08 ‘
*Ledger Group: Auto Generate Lines

Ledger: — Adjusting Entry:
*Source: Fiscal Year: 2008

Reference Humber: l:l Period: Q

SJE Type: ADB Date:

Journal Class: [ & [ save Journal Incomplete Status
Transaction Code; Q

Currency Defaults: USD / CRRMT /1

Reversal: Do Mot Generate Reversal Commitment Control

B save | &\ Return to Search | [=] Hotify | ) Refresh

Header | Lines | Totals | Errars | Appraval

Click on the Lines page
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Home Worklist Add to Favories Sign out

New Window | Help | Customize Page | &,

Header " Lines Yy Totals " Emors | Approval |

Unit: 01110 Journal ID: 0001065215 Date:  10/21/2008 *Process:|EditJournal  v|  Process I
Template List Search Criteria  Chanae Values Inter/intralinit I Errors Only  [=] [Z] Line: =
Select Line  “Unit *Ledger SpeedType Account  Fund Dept Prooram  Class Project Afiiliate [
o 1 [p1110 @ acTuaLs [ | & [az7000 | [10000 |@ [1110003000 | | la | e | e | la |
| @Q ACTUALS [ | & [420120]2 [10000 | [1110003000 |Q, | e | e | e | e |_

Lines to add: =

Customize | Find | View All | B First 4] 4 or4 [7] Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status

oo 2 100.00 100.00 ¥ ¥

B save | QA Returnto Search | [Z]Motify | s Refresh

Header | Lines | Totals | Errars | Appraval

Click on the drop down next to Process and select Print Journal

ORACLE’ ﬁ
Home Worklist Add to Favories Sign out

New Window | Help | Customize Page | B

E»

Header {* Lines Y Totals | Emors | Approval |

Unit: 01110 Journal ID: 0001065215 Date 10212008 “Process: Editloumal v Process |

Inter/Intralinit l ErrorsOnly  [Z] [£ Budget Chack Jout

Template List  Search Criteria  Change Values Capy Journal

Delete Journal
catcrorieis TR

Select  Line *Unit *Ledaer SpeedType Account  Fund DeEdit Journal a Class Project Affiliate [
F 4 [01110 |@, AcTUALS [ | @ [4z7000]q, [10000 | [1 Q| o | & | la [
O 2 01110 |Q ACTUALS [ | @ [420120]Q [10000 | [1{Refresh Joumal Q| e | e | la [

Submit Journal

Lines to adc: 1 El

Customize | Find |

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 2 100.00 100.00 ¥ ¥

B save I &, Return to Search i [=] Hotify l ) Refresh

Header | Lines | Tetals | Errors | Approval

Click on the Process button
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Home Worklist Add to Favories Sign out

Mew Window | Help | Customize Page | B

Header " Lines Yy Totals " Emors | Approval |

Unit. 01140 Journal ID: 0001065215 Date: 10212008 “Process: PrintJournal  w|[ Process | Report anager Process Wonitor
Template List Search Criteria  Chanae Values Inter/Intralinit | Errors Only =] [£] Line: F &
¥ Lines
Select Line *Unit *Ledger SpeedType Account Fund Dept Program  Class Project Affiliate L
o1 [o1110 @ AcTuALS [ | & [az7000 | [10000 |@ [1110003000 | | la | e | e | la [
| @Q ACTUALS [ | & [420120]2 [10000 | [1110003000 |Q, | e | e | e | e [

Lines to add: =

P . - R . A [T vl

Customize | Find | View All | && First (%) 1 of4 [* Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 = 100.00 100.00 ¥ ¥

B save | QA Returnto Search | [Z]Motify | s Refresh

Header | Lines | Totals | Errars | Appraval

Click on Report Manager link

Worklist Add to Favories Sign out

New Window | Help | Customize Page | B

[ List Y Explorer | Administration |~ Archives |,

Folder: Instance: to: R
wame:] | createdonm: Last:[ 1|

- Completion Process
Report Report Description Folder Name DateTime Report ID e
1 Report

Bl save

List| Explorer | Administration | Archives

Click on Administration tab
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ORACLE’
»

Add to Favories

Mew Window | Help | Customize Page | /&,

J List ' Explorsr Y Administration Y_ Archives |

Useri;: | | Type: [__:l Last: |1“Ey5 v| _Refresh
Status: i Vi Folder:| Vilnslance: | | o | |
customize | Find | view All | 8 First (1] 4 op1 [ Last
Select :?_em ‘pnrﬁnce Description Request DateTime ~ Format Status  Details
- i 11/03/2008 Acrobat
381431 3993749 Journal Entry Print v ek Posted  Details

elect All

%Icnckme delete button to delete the selected report(s)

Bl save

List | Explorer | Administratian | Archives

Click Refresh until Status = Posted

Click on Journal Entry Print link under Description

PR | I LYWL LS YL USRS | | L=m oy EE L] D HER g e

= E [1 11 & & | @ @ [e02% - @Cnl\ahnrate' fﬁ\gn'é = i

Bt oLCIHZ Pacpison Fluanciss Paga o 1
JOURNAL ENTRY DETAIL REFORT e D Tirwmos
i EMSIPM

- 110 Letguetiong:  ACTUMLE
e 1085218 Beure: one
e oz — Etuciben e so1izo0s
R
Deacrtpion: Depoult #1 Feaad G
12148,
Trad URE Aot R Ao Gpewt 78 T Coe Dapaimert FrgwT Gl i SRR Fm e 3 Formar B e ot
Sulgeifa! Pooce  frome A Fusd ATeie Soneo ook e Farmgn e
Car Cur
et rt e
ACTUALS
T o e o Bl M08 ED 5 wo oa0d
Dmcrpss:  Fines, Farklts, Penaties Hetereme
2 omp emz wra nemon cRRNT ;oo USD oo wsD 1oao
Dmcrpaee.  S1iLeasas Hrtermze
Busiess unT SBAL TOTAL LINES RN TOTAL DEBMTS JANL TOT cREDITS
110 200 100 1aco
Esxi of feapart

Copy of journal opens. Click on the printer icon to print.

You have completed Printing a Journal.
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Deleting a Journal Entry

Situations when this function is used: A journal has been entered in error.

As long as the journal has not been posted, it can be deleted.

Navigation: General Ledger > Journals > Journal Entry > Create Journal

Entries > Find an Existing Value

ORACLE

[~ General Ledger
= Journals
= Journal Entry
— Copy Journals
I Standard Journals
> Import Journals
[» Subsystem Journals
I Process Journals
[» Suspense Correction
[ Ledgers
[> Summary Ledgers
[» Close Ledgers
[» Process Multi-Currency
[» Average Daily Balance
[> Open ltems
[> Consolidate Financial
Data
[ Maintain Standard
Budgets
[ Monitar Backaround
Process
[> Review Financial

Information

Create Journal Entry

[ Eind an Existing Value | Add a New Value |

Business Unit:[p1110 |

Joumal ID:  [NEXT

Journal Date: [10/27/2008 |

Add

Find an Existing Value | Add a Mew value

Home

Workfist

Add to Favorites Sign out

Mew Window | Heln | o5

The Create Journal Entry, Find an Existing Value page loads. Business Unit and
Line Business Unit will default in as your default business unit. Source will

default as ONL.

Enter Business Unit

e Leave as default or
e Enter the appropriate Business Unit

Enter Journal ID

e Journal ID of the journal you want to delete

Enter Journal Date

e Journal date of the journal you want to delete or

e Leave blank

Click on the Search button.

General Ledger

125 of 179



=3

Business Unit: = fpr110 Q 2l
Journal ID: |begins Withj|DDDDE1?152
Journal Date: [= =l [oziosizoos B
Document Sequence Humber: | begins with j |
Line Business Unit; = B |D1 110 Q
Journal Header Status: [= k| |valid Joumnal - Edits Complete |7
Budget Checking Header Status: | = j | j
Source: =z |ONL Q

Search Clear | Basic Search Save Search Criteria %
Search Results

Budget Journal

Document Line Journal

Seguence Business Header EHECKnEATIER

Journal  UnPost Cu"en#Eig;lalJuumal

Journal ID Source

Date Sequence Mumber Unit Status :faat(ll;r Group Code
01110 0000617152 0062006 0 hlank 01110 Valid  Walid ACTUALSOML LIS 2 1.5 i] JiE
1I

Lines

A list of all Journals matching the criteria entered will load at the bottom of the
screen. (If there is just one transaction meeting the criteria, the Header page of
the journal will automatically load.)

Click any hyperlinks in the line for the journal that you want to delete.

3
Mew Window | Custormnize Page | i =
/ Weader Y Lines Y Totals Y Erors ) Approval
Unit: 01110 Journal ID: 0000617142 Date: 02/06/2006
Long Description: Ih’est Edit and Budget Check jl
*Ledger Group: IACTUALS [T auto Generate Lines
Ledger: | Adiusting Entry: | Non-Adjusting Entry ]
*Source: m Fiscal Year: 2008
Reference Number: I Period: I_B Q
SJE Type: | :l' ADB Date: |0210512DDE
Journal Class: I Q [T Save Journal Incomplete Status
Transaction Code: IGENERAL Q
Currency Defaults: USD F CRRMT £1 %
Beversal: Do Mot Generate Reversal Commitrment Control =l
|&] Done l_ l_ l_ |4 Inkernet

The Journal Header page loads.

Click on the Lines tab
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=

Mew Window | Customize Page | (= =

hder " Lines  \ Totals Y Erors Y Approval
01110 Journal ID:  0000E1T152 Date:  02/05/2005 *Prucess:|EdiU°'-lma| | PFUCESS|

late List Search Criteria  Change Yalues Interfntralnit | I~ Errors Only Line:l 1a

Ele[ﬂ Line *Unit *Ledger SIC_IEB[)ITmE Account Fund DEE! Prugram Class
O [or110 @ acTUALS f Q [s10200 @ [10000 |Q [1110003000 |C | Q| Q
Il 2 |D111D Q, ACTUALS f Q [s10z10 @ [roooo | [1110003000 | | Q| Q

tnadd:l 1 =

Customize | Find | view il | B8 First [4] 4 o 4 [¥]

Total Lines Total Dehits Total Credits Journal Status Budget Status
i 2 1.50 1.50 W W
ave | EL Return to Search | = maotify | oty Refresh %
H inps | Tatals [ Frenrs | &nnrnal | »I_I

The Journal Lines page loads.

Choose Process: Delete Journal

Click on the Process button

=

Mew Window | 5]

Areyou sure that vou want to delete this journal? {5010,30%

es Mo

Warning message screen loads.

Click Yes
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S
Enter any infarmation you have and chick search. Leave nields Rlank for a st ot all values. Sa'-"ed ;l

/ Find an Existing Value {_Add a NewValue |,

Business Unit: |= vI for110 aQ
Journal e v

Journal Date: E | & Journal 0000617152 is deleted, (5210,7)
Docurhent Sequence Number: I begins with |

Line Business Unit: ==

Journal Header Status: = T — —
Budget Checking Header Status: |= = ¥ |
Source: =~ fomL Q

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

The Find and Existing Value page loads with a message saying that the journal
has been deleted.

Click OK

Deleting a Journal Entry is Complete.
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Inquiring on a Journal Entry — Inquiry Page

Situation when this function is used: To look at a journal for inquiry

purposes only. No updates to the journal can be performed through these
pages.

Navigation: General Ledger > Review Financial Information > Journals

[» Summary Ledgers

[» Close Ledgers

[» Process Multi-Currency

[» Average Daily Balance

[ Open ltems

[> Consolidate Financial
Data

OCRACLE’
Add to Favorites
~ General Ledger ~ New window | Help | &,
b Joumnals
[» Ledgers

Journals
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value '\ Add a New Value

Inquiry Name: [ begins with

[> Maintain Standard
Budgets

[ Monitor Background
Process

= Review Financial
Information

Search ‘ Clear J Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

— Ledager

— Ledager Group

Journals — Find an Existing Value page loads.

Click on the Add a New Value Tab

=3
Mew Window | s,

Journals

[ Find an Existing ¥alue {" Add a New Value |

Inquiry Name: ||

Add

Find an Existing Yalue | Add a New Value %

The Add a New Value page loads.

Enter the name that you want this inquiry to be called.
Click the Add button.
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=3

Mew Window | Customize Page | pw

Journal Inquiry Criteria
Journal Inquiry

Inguiry “Unit *Ledger *Year *From Period *To Period Suspense Status
sEARCHJE oo @ a [ la] a | a | @ | search |
Journal ID Date Status Source Currency Stat Document Type
| a 3 [ la[Ja [Ta [ a
User Document Sequence Max Rows Sort By
I Q | | 100 |J0urna| Id j
B save | [E] woty | | Refesh | B agd | |2 UpdateiDisplay |

The Journal Inquiry Criteria page loads. What you named the inquiry defaults
under Inquiry, your default business unit defaults under Unit.

Note: If you have an existing Inquiry Name (run control) for this screen, you
may enter it in the Inquiry name field on the Find an Existing Value page and
click search. The Journal Inquiry Criteria page will load at that time with criteria
that was saved previously defaulting in.

Enter Business Unit - This is a required search field

e Leave as default or

e Enter the appropriate business unit for the journal or journals you are
searching for

Enter Ledger — This is a required search field

e Enter appropriate Ledger for the journal or journals you are searching
for (ACTUALS or ACCRL/ADJ)

Enter From Period — This is a required search field

e Enter the beginning period for the journal or journals you are
searching for

Enter Through Period — This is a required search field

e Enter the ending period for the journal or journals you are searching
for
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Enter remaining criteria fields

e Leave blank or
e Enter values in the remaining criteria fields to narrow your search

=

Mew Window | Customize Page | f=h

Journal Inquiry Criteria
Journal Inquiry

Inguiry *Unit *Ledger “Year *From Period *To Period Suspense Status
SEARCH.JE | EERRTEES [acTuals @ WQ | 11 | Elle Q, gearch |
Journal ID Status Source  Currency Stat Document Type
— [Na el ahla [ Ja
User Document Sequence Max Rows Sort By
| a | [ 100 [Jourmalid 7]
B sae | | & Retumto search | MextinList | [+E] Previousinlist | (=1 Moty | |4 Remesn | B awa | [E U

Click the Save button to save your Inquiry to be used in the future.

Click the Search button.

=
Journal Inguiry Criteria =]

Journal Inquiry

Inguiry *Unit *Ledger “faar *From Period  *To Period Suspense Status

sEarcHJE  [01110 @ [acTuals @ [zooEQ | 1a | sla, | a Search |

Journal ID Date Status Source  Currency Stat Document Type

| Q| H e e[ Ja [a | Q

User Document Sequence Max Rows Sort By

| Q| [ 100 [Jourmalid 7]

Customize | Find | i

Journal I  Date Unit 0 Status Source gﬁtﬂz“i User Unpost Date Descr

0000601432 07/06/2005 01110 Posted TEF Mo Susp ROURKEE 07/06f2005 Lamaoille Superior Court

00o0E01443 07062005 01110  Posted TESF ko Susp ROURKEE 070620045 Orlzans Superiar Court (!

0000E02970 07f11,2004 01110  Pasted TEF Mo Susp ROURKEE 071152004 Caledania Superior Caur

0000EN2986 07f11,2004 01110  Pasted TEF Mo Susp ROURKEE 071152004 Caledania Superior Caur

00o0EN2988 071,2005 01110  Posted TEF Mo Susp RDURKEE 071520045 Caledonia Superior Cour
| 0000603052 07/11/2005 01110 Posted TEF Mo Susn ROURKEE 07/11f2005 | Chittenden SuneriDrCD_Lh_'l
4 L

Rows of data matching the criteria entered loads at the bottom of the screen
under Journals.

Use your right and bottom scroll bars to see all of the rows returned and all of
the details.
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NOTE: If there is no data matching your criteria, no data will be displayed at
the bottom of the screen. If there is more than one row of data matching your
criteria, only the first 100 results will be displayed. If the journal you are looking
for is not in the first 100 rows of data matching your criteria, you can increase
the Max Rows field to be greater than 100.

Click on the Journal ID hyperlink that corresponds with the row of data
that you want to review.

=»

Mew Window | Custormize Page | pm A

Journal Inquiry Details
Journal Inquiry

Inguiny Unit Ledyer Year From Period ToPeriod Currency Suspense Status Doc Type
SEARCHJE 01110 ACTUALS 2006 1 a

Go To: Journal Criteria Header Msg: j
Journal ID: 00006084520 Date: Q71222008 Source: TSN Schedule:

Ledger Grp:  ACTUALS Original Date: Lines: 2 Doc Seq:

Status: Posted InterUnit BU: 01110 Posted: 07/22i2005 Process: Edits QI

Balanced: DR=CR Reversal: Maone Reversal Date:

Operator Id: RDOYOMN

Long Description ITransfer of general fund to the health access trust fund per Act 71 of 2005 sec 264(3)(3) :I

-
| | 3

The Journal Inquiry Details page loads.

Use the right scroll bar to view additional journal information.

3
Operator Id: RDOYOM 2l

Long Description Transfer of general fund to the health access trust fund per Act 71 of 2004 sec 264(a)(3) :I

Totals by Currency Eind | wiew All First E 1 of 1 m Last

Currency: LUSD DR: 17,000,000.00 CR: 17,000,000.00 Net: 0.00

' Show All Lines

' Show From Line: I Thru Line: I Guery Journal Linesl

Ling # Transaction Arhount Currency Account  Operating Unit  Fund Code  Dept Program Class |
1 17,000,000.00 USD 720000 10000 1110026000
2 -17,000,000.00 USD 1001045 10000 1110026000

B save | ELReturn to Search | et in List | +E Previous in List | E matify % Refresh
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Use the bottom scroll bar to review additional journal line details.

3
5t E 1cf 1 |I| Last
Program Class Bud Ref Product Project Affiiate Fund Affil Oper Unit Affil PC Bus Unit  Activity
oooo3
ooooz
HR Exchange Rate Base Amount Base Stat Statistic Amount Line Descr
Currency
M 1.00000000 17,000,000.00 USD Transfer Cut
I 1.00000000 -17,000,000.00 USD Interunit Cash Account
K| s o
|@ Dane

|
’_ ’_ ’_ | Inkernet

Click on the Return to Search button to begin a new search.

Inquiring on a Journal Entry — Inquiry Page is Complete.
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Inquiring on a Journal Entry - Using Find an Existing
Value Page

Situations when this function is used: Journal entries can be pulled up to
perform additional processes on them such as edit, budget check or post or to
review errors. This function can also be used on posted transactions for review
purposes only.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

ORACLE’ .
Home Worklist Add to Favorites Sign out
~ General Ledger -~ B Vitsdew | e =
e New Window | Help | ne

= Journal Entry

A ETE——— Create Journal Entry

= Cony Journals Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Standard Journals -
I Import Journals { Find &n Existing Value \_ Add a New Valug |

[» Subsystem Journals
[> Process Journals

I Suspense Carrection Business Unit = s _E_U" 110 |
i CEader Journal ID: begins with + |
[» Summary Ledgers -
[> Close Ledgers Journal Date: = | il

.I[._'

> Process Mult-Currency

& Average Daily Balance Document Sequence Number: negin:s_; with »|

[ Openltems Line Business Unit: [= & [a1110 @,
[> Consolidate Financial ; d L e = .
Data Journal Header Status: |= | | MNoStatus-Needs to be Edited |
b Maintain Standard Budget Checking Header Status:| = v eV
Budgets L . t 3
[ Monitor Background Source: = % |onL Q
Process

[> Review Financial

Informatian Search Clear | Basic Search Save Search Criteria

[> Archiving Tables

[» Regulatery Ledger
Reports Find an Existing Value | Add a Mew Value

[> XBRL

[ General Reports

Your default BU will appear in the Business Unit field and the Line Business Unit
field. The Journal Header Status will default as No Status — Needs to be Edited.
The Source will default as ONL.

Enter Business Unit - This is a required search field

e Leave as default or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate business unit

Enter Journal ID
e Leave as blank or
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e Choose a condition (=, begins with, etc) and enter a value for the
appropriate Journal ID

Enter Journal Date

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate journal date

Document Sequence Number
e Leave as blank

Line Business Unit

e Leave as default or
e Change to match Business Unit criteria above

Journal Header Status

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate Status

Budget Checking Header Status

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate Status

Source

e Leave as default or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate source

Click the Search button
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=

AFLELEE R B LU Pt 1~ = 1 == ;l
Budget Checking Header Status: | = j | j
Source: == |ONL QU

Search Clear | Basic Search Save Search Criteria J

Search Results

Qnly the first 300 results can be displayed. Enter mare information ahove and search again to reduce the number of search results.
Wi All

Document Line Journa) Butuet
Journal ID ;g;:;nal g:?ﬂ::lce Seguence Business Header ﬁ:gg:'rm Iél:g:ll:r S = ;‘;‘;n']:' kal
= SEOQUBNCE b mber i Status Status —L = Lines
01110 0000029803 OA/2872002 0 (blank) 1110 Posted  Walid ACTUALE OML  USD 2 7554 o
01110 0000055401 12032001 0 (blank) o1110 Posted  Walid ACTUALE OKML  USD 4 164242914 660
01110 0000061094 121 22001 0 (blank) 01110 UnpostedYalid ADWARCES OML  USD 1 o o
01110 0000061094 1201 272001 1 (hlank) 01110 Posted Valid ADVAMCES OML  UED 1 o o
01110 0000061097 121 272001 0 (blank 01110 Unposted Valid ADVANCES OML  USD 1 o o
01110 0000061097 12122001 1 (blank) o1110 Posted  Walid ADVARNCES DML  LUSD 1 o o
01110 0000061120 0253052001 0 (blank) 01110 UnpostedYalid ADWARCES OML  USD 1 10000 o
DI111D Q00001120 08/30/2001 1 hlank 01110  Posted Valid ADVAMCES OML Iﬂ 1 -1000o Elj
4 L3
€] |_|_|_|Q Intetnet

The first 300 results can be displayed. And up to 100 rows of data matching the
criteria entered loads at the bottom of the page. Use the left hand scroll bar to
view all rows displayed. If there are more than 100 rows that matched the
criteria entered a View All hyperlink will display above the data. Click this link to
view all results up to the 300 allowed.

NOTE: If there is only one row of data that matches your criteria, the header
panel of the journal will automatically load when you click search. If there is no

data matching your criteria, a message of “No matching values were found.” will
be displayed at the bottom of the screen

Click on any hyperlink in the row of data you are looking for
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=

! HGaUG | Lnicao ! U ! Liuia | Dppiuvan \

=l
Unit: 01110 Journal ID: 000114090 Date: 01 712002
Long Description: I :ll
*Ledyger Group: IACTUALS [T Auto Generate Lines
Ledger: | Adjusting Entry: | Mon-Adjusting Entry 7]
*Source: oL Fiscal Year: 2002
Reference Number: I Period: m ;
S.JE Type: I ]' ADE Date: IDEI'] 200z
Journal Class: T Save Journal Incomplete Status
Transaction Code: lm
Currency Defaults: LISD 71
Eeversal: Do Mot Generate Reversal Cammitrment Contral b
B Save | & Return to Search | | Mextin List | +El Previous in List | Motify | % Refrash | E+ Add | | E
d | il

The Header Page for the journal loads. If the journal has been posted, all fields
will be grayed out and cannot be changed.
Click on the Lines Tab

=1

Mew Window | Custorize Page | 5, =

[ Header ¥ Lines Y Totals " Ewars Y Approval |
Unit: 01110 Journal ID:  DO0114080 Date: 0611772002 *Prucess:lEdiUUL'ma' :l' Pf00989|

Template List  Search Criteria I™ Errors only Line: m
Select Line Unit Ledger SpeedType Account Fund Dept Program Class

- 1 a1110 ACTUALS ), 500000 21500 1110002000

- 2 a1110 ACTUALS QL 100108 21500 1110002000

- 3 a1110 ACTUALS ), 503000 21500 1110002000

- 4 a1110 ACTUALS QL 100108 21500 1110002000

Total Credit Journal Status Budge

S

Unit Total Lines Total Debit:
01110 4 0oz 0oz B b
B Save | EL Return to Search | 5 MextinList | +El Previous in List | =] Motify | y Refrash |

Al i .I;I

The Lines Page loads showing lines detail including chartfields, amounts and
statuses.

Use the bottom scroll bar to see more of the screen
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=3
dow | Custornize Pane | &

|+

urnal vl Frocess |

10
T E———————
Program Class  Bud Ref Project Affiliate Currency  Amount MR Rate Type Exchange Rat
2000 UsD 0.01 = 1.0000001
2000 UsD -0.01 [l 1.000000(
2000 % USD 0.01 = 1.000000(
2000 UsD -0.01 [l 1.000000(

alt 4| | ] First [4] 1af 1 [ Last
Journal Status Budiet Status

[ W

Fefresh
= A

« |

=3

Exchange Rate »> Base Currency Base Amount ud| Budget Date Reference Journal Line Description

100000000 == USD 001 08/17/2002 Classified Employees
100000000 == USD 001 08/17/2002 Intraunit Cash Account
100000000 == USD 001 08/17/2002 Life Ins - Classified Empl
100000000 == USD -0.01 08/17/2002 Intraunit Cash Account
B awd_| [H vpsatemispiay |
Kl | '|_I
= T T s

To view additional rows of data from your original search, click on the Next in
List and Previous in List buttons at the bottom left of the screen.

Click on the Return to Search button to begin a new search.

Inquiring on a Journal Entry — Using Find an Existing Value Page is

Complete.
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Journal has an out of balance Edit Error — Find and
Correct Journal

Situations when this function is used: A journal entry has an out of balance
edit error. This error must be fixed so that the journal can be budget checked
and posted.

Out of balance is the most common type of edit error. Call the VISION Finance
Support Desk at 828-0407, option 2 if you receive other edit errors and need
assistance.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

ORACLE’ - .
Home Worklist Add to Favorites Sign out
[~ General Ledger A wwindow | He B
= Journals Dew Window | Help | v

= Journal Entry Craa) | Ent
= Creale Joumal Entries FEAlE: onImal Ehiry
— Copy Journals Enter any information yeu have and click Search. Leave fields blank for a list of all values.
[ Standard Journals % :
[ Import Journals Jf Find an Existing Value \4 Adda New Value
I Subsystem Joumals
[» Process Journals

[» Suspense Correction Business Unit: 1= B .E_U‘I 110 &,
b Journal ID: begins with v |
[> Summary Ledgers = — I |
[> Close Ledgers Journal Date: = b [5]

[ Process Multi-Currency

> Average Daily Balance Document Sequence Number: | begins with v: L

I Open ltems Line Business Unit: = v lo1110 Q
[» Consolidate Financial — L -
Diata Journal Header Status: = Sl Mo Status - Needs to be Edited v |
M S Budget Checking Header Status:| = v =
Budgets L : - =
[> Monitor Background Source: = iag |oNL &
Process ; ;

I Review Financial
Information Search Clear | pasic Search Save Search Criteria

[» Archiving Tables

> Regulatory Ledger
Reports Find an Existing Value | Add a Mew Value

[ XBRL

[> General Reports

Your default BU will appear in the Business Unit field and the Line Business Unit
field. The Journal Header Status will default as No Status — Needs to be Edited.
The Source will default as ONL.

Enter Business Unit - This is a required search field

e |eave as default or
e choose a condition (=, begins with, etc) and enter a value for the
appropriate business unit

Enter Journal ID
e |eave as blank or
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e choose a condition (=, begins with, etc) and enter a value for the
appropriate Journal ID

Enter Journal Date

e |eave as blank or
e choose a condition (=, begins with, etc) and enter a value for the
appropriate journal date

Document Sequence Number
e leave as blank

Line Business Unit

e |eave as default or
e change to match Business Unit criteria above

Journal Header Status
e Choose the condition = and choose Journal Has Errors

Budget Checking Header Status

e |eave as blank or
e choose a condition (=, begins with, etc) and enter a value for the
appropriate Status

Source

e |eave as default or
e choose a condition (=, begins with, etc) and enter a value for the
appropriate source
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=

Create Journal Entry

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Business Unit:
Journal ID:

Journal Date:

j Find an Existing Value {_Add a New Value |

=z [at110 Q
|begins Withj|

|= S E]

Document Sequence Number: | hegins with j |

Line Business Unit: == for110 Q
Journal Header Status: [= =l |Joumal Has Errars =
Budget Checking Header Status: |= = =
Source: == [TSF] Q

Search Clear | Basic Search Save Search Criteria

Mew window | iz =]

=l
Click the Search button
3
- =l
/ Weader (_ Lines Y Totals Y Erors Y Approval
Unit: 01110 Journal ID: Q000617147 Date: 02/0472006
Long Description: To reimburse Sec of Adming office for copier charges during the month of =
January, 2006, =l
*Ledger Group: [rcTUALS T Auto Generate Lines
Ledger: | Adjusting Entry: | Mon-Adjusting Entry 7]
*Source: ITS F Fiscal Year: 2008
Reference Number: I Period: I 8
SJE Type: | :l' ADB Date: |UEIU412DDE
Journal Class: I aQ, [T Save Journal Incomplete Status
Transaction Code: IGENERAL Q
Currency Defaults: LSO rCRERMT 1 |
Feversal: Do Mot Generate Reversal Cammitrment Contral
E Save | &\ Return to Search | I atify | % Refresh | E  Add | Update/Display | =l
|&] Done l_ l_ l_ |4 Inkernet

Since there is only one row of data that matches the criteria, the header page of
the journal automatically loads when you click search.

NOTE: If there is no data matching your criteria, a message of “"No matching
values were found.” will be displayed at the bottom of the screen. If there is
more than one row of data matching your criteria, the first 300 results can be
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displayed, and up to 100 rows of data matching the criteria entered loads at the
bottom of the page. Use the left hand scroll bar to view all rows displayed. If
there are more than 100 rows that matched the criteria entered a View All
hyperlink will display above the data. Click this link to view all results up to the

300 allowed. Click on any hyperlink in the row of data you are looking
for.

Click on the Lines Tab

=

Mew Window | Custornize Pane | pmy =

[ Header " Lines Y Totals ¥ Erors Y Approval
Unit: 01110 Jourmal ID: 0000617147 Date:  02/04/2008 *Prucess:IEd”JUUf"a| -] M

Template List Search Criteria  Change Yalues Interfintralinit I I Errors Only Line: m
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Cla:
oo [or1107 L acTuaLs | Q [sr7oz0 @ [roooo @ [1110003000 Q| al’
ooz [p1110" @ acTuaLs | Q [s17020 @ [z0105 @ [1110003000 Q| al’

Linestuadd:l 1 =

s

Customize | Find | Wiew All | i

Unit Total Lines Total Debits Total Credits Journal Status Budge
o110 2 10.00 10.00 E
B Save | & Return to Search | = Motify % Refrash
aardar | | inec | Tatals | Frrors | &nnemeal i
d | o
€] |_|_|_|Q Internet

The Lines Page loads showing lines detail including chartfields, amounts and
statuses. Note the Journal status of E indicating an error.

Click on the “E” hyperlink under Journal Status

Mew Window | Custorize Page | 5, =

[ Header ¥ Lines ) Totals " Errors Y Approval |

Unit: 01110 Journal ID: 0000617147 Date: 02/04/2006

~ Header Errors Customize | Find | B First [4]

Unit Field Name Field L ong Hame Set Msn Message Text
01110 JRHL_HDR_STATUS Journal Header Status 5860 48 Journal is not halanced on journal totals or halancing Chai

* Line Errors Customize | Find | i First [ 1 af 1 [H Last
Field Long Hame Message Text
Mo journal line between line 1 and line 2 is marked in error,
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The Errors Page loads with the error message.

Use the bottom scroll bar to view the entire message

=

Mew Window | Customize Page | f=h =

Lines Y Totals | Errors Y Approval

Journal ID: Q000617147 Date: 02/0472006

First E 1cf 4 |I| Last

Customize | Find | B

Field Long Hame Set Msg Message Text
RML_HDR_STATUS Journal Header Status 5860 48 Journal is not balanced on journal totals or balancing ChartField totals.

First E 1of 1 E Last

Custimize | Find | L]

Messare Text
Mo journal ling between ling 1 and line 2 is marked in error.

Under Message Text is the error message. This journal is not balanced either in
total or by chartfields.

Click on the Lines Tab

B3

Mew Window | Custornize Pane | pmy =

[ Header " Lines Y Totals ¥ Erors Y Approval
Unit: 01110 Jourmal ID: 0000617147 Date:  02/04/2008 *Prucess:IEd”JUUf"a| -] M

Template List Search Criteria  Change Yalues Interfintralinit I I Errors Only Line: m
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Cla:
oo [or1107 L acTuaLs | Q [sr7oz0 @ [roooo @ [1110003000 Q| al’
ooz [p1110" @ acTuaLs | Q [s17020 @ [z0105 @ [1110003000 Q| al’

Linestuadd:l 1 =

s

- . . v A e
Customize | Find | Wiew All | %5

Unit Total Lines Total Debits Total Credits Journal Status Budge
o110 2 10.00 10.00 E
B Save | & Return to Search | = Motify % Refrash
aardar | | inec | Tatals | Frrors | &nnemeal i
d | o
€] |_|_|_|Q Internet

The Lines Page Loads again
Review the total debits versus the total credits. Do they equal?

e If they do not equal, you must adjust your lines amounts so that
debits and credits equal.
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e If they do equal, then your journal balances in total and the journal
must be out of balance by chartfield.
e Chartfields must be balanced by both fund and dept id.

Review the line data to find the chartfield that does not have equal
debits and credits.

Once the error is found, make the necessary adjustments to make the
chartfields balanced including adding additional offsetting cash lines of
100106 if needed.

Click the Process button next to Edit Journal

G
[ Header " Lines Y Totals ¥ Erors | Approval Saved *~
Unit: 01110 Journal ID: 0000926912 Date:  D9/15/2007 ‘Process:| EditJournal v
Template List  Search Criteria  Chande values InterIIntraUnitl Errors Only Line: | 10
Select Line *Unit ‘Ledger SpeedType Account Fund Dept Program Class
Fl 01110 |2, AGTUALS Q. |517020|Q, 10000 |2, (1110003000 |Q Q,
F 2 01110 |, ACTUALS C, |100108 |, 10000 |, 1110003000 |Q Q
il 3 01110 |3 ACTUALS Q, |517020 Q20105 |, 1110002000 |Q G,
0 4 01110 |Q, ACTUALS C, [1ooio6 |2, [20105 |2, 1110002000 |Q Q,

Lines to adid: 1 E E

Customize | Find | Wiew All | i First [« 1
Unit Total Lines Total Debits Total Credits Journal Status Budaq:

01110 4 200.00 200.00 W
v

< b4

The Journal Status is now V.

The journal is now ready to be budget checked.

Journal has an Out of Balance Edit Error — Find and Correct Journal is
Complete.

General Ledger 144 of 179



Finding and Correcting Journals in Budget Check
Error

Situations when this function is used: A journal entry has a budget check
error. This error must be fixed so that the journal can be posted.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries > Find an Existing Value

ORACLE’ B ——E—
Home Waorklist Audd to Favorites Sign out
> General Ledger s w Window | Help | B
= Journals New Window | Help | o

< Journal Entry

S ———— Create Journal Entry

— Copy Journals Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Standard Journals
I Impart Journals { Find an Existing Value _Add a New Valus |

[ Subsystem Journals
I Process Journals

I Suspense Correction Hasiness it = |01110 a
I Ledgers Journal ID: hegins with |+ |
I Summary Ledgers : = :
[ Close Ledgers Journal Date: = v | ‘:?(g

[ Process Mult-Currency

e R Document Sequence Number: | begins with v |

[ Open ftems Line Business Unit: 1= B 01110 Q
1> Consolidate Financial : L .
Data Journal Header Status: 2 v | |MosStatus - Needs to be Edited v
b Maintain Standard Budget Checking Header Status:| = v | »
Budgets L - 1L - |
[ Monitor Background Source: = v |oNL &
Process ) )
[> Review Financial
Information Search ‘ Clear J Basic Search Save Search Criteria

[» Archiving Tables

[» Regulatary Ledger
Reports Find an Existing Value | Add a New Value

[» XBRL

[P [E-FEP

Your default BU will appear in the Business Unit field and the Line Business Unit
field. The Journal Header Status will default as No Status — Needs to be Edited.
The Source will default as ONL.

Enter Business Unit - This is a required search field

e Leave as default or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate business unit

Enter Journal ID

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate Journal ID
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Enter Journal Date

e Leave as blank or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate journal date

Document Sequence Number
e Leave as blank

Line Business Unit

e Leave as default or
e Change to match Business Unit criteria above

Journal Header Status
e Choose the condition = and choose Valid Journal — Edits Complete

Budget Checking Header Status
e Choose the condition = and choose Error in Budget Check

Source

e Leave as default or
e Choose a condition (=, begins with, etc) and enter a value for the
appropriate source

=

Enter any information you have and click Search. Leave fields hlank for a list of all values.

/ Find an Existing Value {_Add a New Value |,

Business Unit: =z for110 Q
Journal ID: [ beging with =] |
Journal Date: [= 2o B

Document Sequence Humber: | hegins with j |

Line Business Unit: == for110 Q

Journal Header Status: [= | |valid Journal - Edits Complete <]
Budget Checking Header Status: I = -l Error in Budget Check
Source; =z |ONL Q

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value
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Click the Search button

If there is only one row of data that matches your criteria, the header page of
the journal will automatically load when you click search.

=

/ Weader Y Lines Y Totals Y Erors ) Approval 2l

Unit: 01110 Journal ID: 0000617148 Date: 02/04/2006

Long Description: |rro correct expenditure account on TSF 0000456801, 155706, ﬂ

*Ledger Group: W [T Auto Generate Lines

Ledger: | Adjusting Entry: | Mon-Adjusting Entry ]

*Source: m Fiscal Year: 2008

Reference Number: I Period: I_S Q

SJE Type: | :|‘ ADB Date: |02104I2006 %

Journal Class: l— G, [T Save Journal Incomplete Status

Transaction Code: IGENERAL Q

Currency Defaults: USD FCRERMT M1

Reversal: Do Mot Generate Reversal cammitment Contral .

B save | ELReturn to Search | E Motify | % Refrash | B Add | UpdateiDisplay | <

|&] Dore l_ l_ l_ |4 Inkernet

Since there is only one row of data that matches the criteria, the header page of
the journal automatically loads when you click search.

NOTE: If there is no data matching your criteria, a message of “No matching
values were found.” will be displayed at the bottom of the screen. If there is
more than one row of data matching your criteria, the first 300 results can be
displayed, and up to 100 rows of data matching the criteria entered loads at the
bottom of the page. Use the left hand scroll bar to view all rows displayed. If
there are more than 100 rows that matched the criteria entered a View All
hyperlink will display above the data. Click this link to view all results up to the
300 allowed. Click on any hyperlink in the row of data you are looking
for.

Click on the Lines Tab
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=

Mew Window | Custornize Pane | pmy =

[ Header ¥ Lines Y Tolls  Emors Y Approval |
Unit: 01110 Jourmal ID:  0O00G17148 Date:  02/04/2008 *Prucess:lEd”JUUf"a| -] M

Template List  Search Criteria  Change Yalues Interfintralinit | I™ Errors Only Line:m
Select Line  ‘Unit  ‘Leduer SpeedType Accourt Fund Dept Program  Cla:
A [pri1o @ acTuaLs | Q [s1z010 @ [z1005 @ [111o003000 Q| al’
ooz [or1107 L acTuaLs | Q [s1zzo0 @ [zio0s @ [111000s000 Q| al’

Linestuadd:l 1 =

Custormize | Find | iew Al | B8 First [4] 14

Unit Total Lines Total Debits Total Credits Journal Status Budge
01110 2 100.00 100.00 W
B save | ELReturn to Search | E Motify % Refresh | [}S

l—‘nnﬂnrl Lines | Tatals | Frears | &nnrmeal
Al

| o

The Lines Page loads showing lines detail including chartfields, amounts and
statuses.

Use the bottom and right scroll bars to see the Budget Status on the lower right
of the page

x e T e o et |

=

6 apmcess:lEditJuurnal -I Process |
¢ Only Line:l 10

Fund Dept Program Class Bud Ref Project Affiliate Currency  Amount HR
_Q|21005 < J1110003000 | | Q| Q| | Q| Q Jusp Q| 10000 [0
T, |21005 @ [1110003000 2 | @ | @ | Q| Q| Q Jusb Q| -onoo O

Customize | Find | ) | First [4] 1 o 1 [F] Last

Total Credits  Journal Status Budget Status

100,00 W E

s

Click on the E hyperlink under Budget Status
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=l
/6L Journal Exceptions {_Line Exceptions |
Business Unit: 01110 Journal ID: 0000617148 5 Journal Date: 0210472006
*Exception Type: IEerr "l [T owerride Transaction T
Maximum Rows: I 100 I”' More Budgets Exist Advanced Budget Criteria
Search |
Budgets with Exceptions Customize | Find | Wiew All | o First [ 1.4 o 2 [P Last
Budget Override | Budget Chartfields
Business . Override
- Ledger Group pt Transfer
Unit Ledger Group Exception Budnet Transfer % |
1 01110 AFFROP Mo Budget Exists - GoTo E
2 01110 APFROP Mo Budget Exists - GoTo.. 5
3 01110 ORG Mo Budget Exists - GoTo.. 5
4 @ 01110 ORG Mo Budget Exists - GoTo.. R &l
& S e 7

A new window is opened and the GL Journal Exceptions Page loads.

Under Budgets with Exceptions, Click on the Show all Columns icon to the right
of the Budget Chartfields tab.

=3

/ GL Journal Exceptions ' Line Exceptions | =
Business Unit: 01110 Journal ID: 0000617148 & Journal Date: 020412006

*Exception Type: IError 'I [T owerride Transaction ﬂﬁ "T'O\

Maximum Rows: I 100
Search |

I” More Budgets Exist Advanced Budnet Criteria

Budpets with Exceptions Custornize | Find | view All | | First [ 1.q o 4 [
Eﬁﬁf Exception % Transfer Account Fund  Department g::
1 @& 01110  APPROP Mo Budget Exists il GoTo.. = oooioo 21005 1110003000 20—
2 Q a1110 APPROP Mo Budget Exists - GoTo El aootoo 21005 %1110003000 20
3 Q a1110 QRG Mo Budget Exists I GoTo El aootoo - 21005 1110003000 20
4 @ 01110 ORG Mo Budget Exists (| GoTo. & Qooq0o 21005 1110003000 20

-

| 5

The error is indicated under the Exception column, and the appropriation and
Organization level chartfields that are associated with the error are listed for

each line. In the case above, there is no budget for fund 21005 and deptid
1110003000.

Click on the Line Exceptions Tab
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EE

Mew windaw | Customize Fage | o [«

[ GL Journal Exceptions | Line Exceptions |

Business Unit: 01110 Journal ID: 0000617148 & Journal Date: Q02042006
*Line Status: I Errar 'l " oOverride Transaction Lo
Maximum Rows: I 100 [T More Lines Exist

Line From: I QU Line Thru; I Q
Fetch Selecll

Transaction Lines with Budget

mize | Find | Wiew Al -

First [ 12 of 2 ¥ Last
Line Yalues Line Chartfislds § Line Amaurt

Line Ledger Budget Date GL Business Unit
&, 1 ACTUALS 02042006 01110
@, 2 ACTUALS 02042006 01110

==

The Line Exceptions Page loads. Under Transactions Lines with Budget
Exceptions, each line from the journal that has the budget check error is listed.

Under Transaction Lines with Budget Exceptions, click on the Show all columns

icon to the left of the Line Amount tab to see all of the details for the lines in
error.

3
=
Business Unit: 01110 Journal ID: 0000617148 5 Journal Date: Q02042006
*Line Status: I Errar 'l " oOverride Transaction Lo
Maximum Rows: I 100 [T More Lines Exist

Line From: I U Line Thru; I Q
Feteh Selecil

Transaction Lines with Budget Exceptions

X

Line Ledger Budget Date GL Business Unit Account %[::_l:rﬂg ::::uu_rl:ltnia Dept
& 1 ACTUALS 020442006 01110 513010 21005 1110003000
2 ACTUALS 02i0442006 01110 512300 210058  111000300C

Use the bottom and right scroll bars to see additional details for the lines in
error.
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Customize | Find | view &l | 88 First [ 12 o 2 [F] Last

Foreign Amount Monetary Amount
100.00 LUsD 100.00 UsSD |
-100.00 UsD -100.00 UsD

After reviewing the budget exception pages, Close the window. The window

with the journal line page will open back up.

Make the necessary adjustments either to the journal or to your budget
to fix the budget check error. (In the example the fund was data entered
incorrectly and has been changed.)

Refer to the Commitment Control Manual for correcting other types of budget
errors.

NOTE: If the journal entry has been adjusted, edit the journal to get a valid
Journal Status
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Mew Window | Custornize Pane | pmy =

[ Header ¥ Lines Y Tolls  Emors Y Approval |
Unit: 01110 Journal ID: 0000617148 Date:  02/04/2006 *Prucess:lEd”JUUf"a' =l | Process |
Template List  Search Criteria  Change Yalues Interfintralinit | I™ Errors Only Line:l 10

Select Line
r 1
| 2

Linestuadd:l 1 =

*Unit

|D111D QL ACTUALS
|D111D O ACTUALS

Unit
01110

B save | LU Return to Searchl =]

Total Lines
2

MNotify

¥ Lines

*Ledger

SpeedTyvhe Account Fund Dept Program  Cla:
| Q fs13010 @ f20108 | [1110003000 | | al’
| Q, [s12300 al

%ﬁmmsl @ [1110003000 | |

First E 14

q q am 7 o4
omize | Find | Wiew All | B8

Total Debits Total Credits Journal Status Budge
100.00 100.00 W
% Refrash

l—‘nnﬂnrl Lines | Tatals | Frears | &nnrmeal
Al

.

Choose Budget Check Journal from the Process drop down and Click
the Process button

Template List

Linestuadd:l 1 =

Search Critetia  Chande Values

=3

Mew Window | Custormnize Page | i =
[ Header " Lines Y Totals Y Erors Y Approval
Unit: 01110 Journal ID: 0000617148 Date:  n2/04/2006 ‘*Process: | EditJoumal

Interiintraunit |

[T Errors Onty

Copy Journal
Delete Journal
Edit Chartfield

Submit Journal

~ Process |
LrE

Select Line *Unit *Ledyger SpeedType Account Fund Edit Journal Program Cla:
Fost Journal
i
[ [p1710 @ acTuALs [ Q fstaotn & [aoios 7R eUmE | al’
Oz [o1110 @ acTuaLs [ @ [512300 @ [z0108 | (Refresh.dournal | | al’

Budge

Unit Total Lines Total Debits Total Credits Journal Status
01110 2 100.00 100.00 W
B Save | & Return to Search | = Motify % Refrash
I—]n::xdnrl lines | Totals | Frrors | &nnrmial . 'j
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Mew Window | Custornize Pane | pmy =

[ Header ¥ Lines Y Tolls  Emors Y Approval |

Unit: 01110 Journal ID: 0000617148 Date:  02/04/2006 ﬂcﬁs_l
Template List  Search Criteria  Change Yalues Interfintralinit | I™ Errors Only Line:m
Select Line  ‘Unit  ‘Leduer SpeedType Accourt Fund Dept Program  Cla:
A [ori1o @ acTuaLs | Q [s1z010 @ [zo105 @ [1110003000 @ | al’
ooz [or1107 L acTuaLs | Q [s1zzo0 @ [zoros @ [111o00z000 @ | al’

Linestuadd:l 1 =

Unit Total Lines Total Debits Total Credits Journal Status Budge

01110 2 100.00 100.00 W
B save | ELReturn to Search | E Motify % Refresh
eardar | Lines | Tatals | Errars | Annemel ¥
d | o
=

Mew Window | Custornize Page | (5 =

br ' Lines  {_ Totals Y Emors Y Approval |

01110 Journal ID:  0DOOG17148 Date: 020412006 ‘Process:|Editboumal =] | Process |
te List Search Criteria  Change Values Interfintralinit | ™ Errors Only Line:l 10
Ect Line *Unit *Ledger SpeedType Account Fund Dept Program Class Bi
1 [0 @ acTuALS | Q [s13010 @ [z0105 | [1110003000 Q| Q| a
2 [0 @ acTuALs | Q |s12300 Q20105 | [1110003000 | | Q| a
add: I 1 =l
( nize | Find | & E First El 1af 1 El Las]
Total Lines Total Debits Total Credits Journal Status Budget Status
2 100.00 100.00 W W
ﬂ EL Return to Search | E matify |  Refrash [}’
ir'inc. | Trtal= | Frrars | Annrmwal . ';I

The Budget Status is now V.

The journal is now ready to be posted.

Finding and Correcting Journals in Budget Check Error is Complete.
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How do I find the cash balance in my fund?

Situation when this function is used: To determine the cash balance in a
fund. Fund balances can be specific to one business unit or could cross multiple
business units or all of state government.

If the fund is specific to your business unit and all receipts and
disbursements in the fund occur in your business unit only:

e Run the Trial Balance Report using criteria for a specific fund. Go to the
Trial Balance by Fund Exercise in this manual for details on how to run
this report.

e Add all of the debits and credits for the cash accounts (accounts starting
with “10”) on the Trial Balance Report — This is the cash balance in the
fund.

If the fund is not specific to your business unit and receipts and disbursements in
this fund occur in multiple business units or all of state government:
e Run the Trial Balance — All BU’s Report.
e Add all of the debits and credits for the cash accounts (accounts starting
with “10”) on the Summary Report — This is the cash balance in the fund.

For Special Funds cash balances only, the following query can be run:

VT_SP_FUND_CURRENT_YR_CASH_BAL - This query prompts for FY and
Fund and will give net cash activity in the fund by period and BU. It is intended
to be used to query current year transactions, but it could actually be used for
prior years as well. Since the results include Accounting Period, Period 0
contains carryforward balances and all other periods contain the net activity
(Deposits less Expenditures) for that period. Summing total activity reported
(including period 0) will give you the current cash balance in the fund. This
query also shows period 998.
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Who entered this Journal?

Situation when this function is used: To inquire on the user that entered a
particular journal entry.

Navigation: General Ledger > Review Financial Information > Journals

ORACLE’

Add to Favorites

> General Ledger e New Window | Help | B,

b Journals

[ Ledgers J "

[» Summary Ledgers OlFnats

I Close Ledgers Enter any information you have and click Search. Leave fields blank for a list of all values

[» Process Multi-Currency

I Average Daily Balance [ Find an Existing Value ' Add a New Value

[» Open ltems

[> Consolidate Financial i
Data Inquiry Hame:| begins with |+ | |

[> Maintain Standard
Budgets

[> Manitor Background Search Clear | pasicSearch B Save Search Criteria
Process

< Review Financial A— x
¥i value | Add ow Valug
Mk il Find an Existing Value | dd a Mew Valu

— Ledager
Le

The Journals — Find an Existing Value page loads.

Click on the Add a New Value Tab

=

Mew Window | o5,

Journals

/ Eind an Existing ¥alue | Add a New Value |

Inquiry Name: ||

Add

Find an Existing Value | Add a New Value %

The Add a New Value page loads.

Enter the name that you want this inquiry to be called, then Click the
Add button.
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Mew Window | Custormize Page | (&

Journal Inquiry Criteria
Journal Inquiry

Inguiry “Unit *Ledger “fear *From Period  *To Period Suspense Status
SEARCHJE  [ptt1oa a [ la] a | a | Q| gearch |
Journal ID Date Status Source  Currency Stat Document Type
| a i [a a[a [Ta [ &
User Document Sequence Max Rows Sort By
| a | [ 100 [Jourmalid 7]
@ save | |[E1 Moty | |4 Refresh | B Add || UpdateiDisplay

The Journal Inquiry Criteria page loads. What you named the inquiry defaults
under Inquiry, your default business unit defaults under Unit.

Note: If you have an existing Inquiry Name (run control) for this screen, you
may enter it in the Inquiry name field on the Find an Existing Value page and
click search. The Journal Inquiry Criteria page will load at that time with criteria
that was saved previously defaulting in.

Enter Business Unit - This is a required search field

e |eave as default or
e enter the appropriate business unit for the journal you are searching
for

Enter Ledger — This is a required search field

e enter appropriate Ledger for the journal you are searching for
(ACTUALS or ACCRL/ADJ)

Enter From Period — This is a required search field

e enter the beginning period for the journal or journals you are search
for

Enter Through Period — This is a required search field

e enter the ending period for the journal or journals you are searching
for
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Enter remaining fields
e |eave blank or
e enter values to narrow your search

=

Mew Window | Custormize Page | (&
Journal Inquiry Criteria
Journal Inquiry

Inquiry Unit *Ledger “fear *From Period  *To Period Suspense Status
sEarcHJE  [01110 @ [acTuas @ [zooEQ | g0 | g0 | Q Search |
Journal ID Status Source  Currency Stat Document Type
[oon061 7188 [la la[Ja [Ja [ &
User Document Seguence MaxRows  SortBy
I Q | | 100 |J0urna| Id j [}\’
B sae | | & Retumto search | MestinList | [+B] Previousinlist | (=1 Moty | [ Retresn | B awa | [E U

Click the Save button to save your Inquiry to be used in the future.

Click the Search button.
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Journal Inquiry Criteria

Mew Window | Custormnize Page | i =

Journal Inquiry

4

B save | | & Retumto Search |
|

Mext in List

| 48 PreviousinList | (=

Inguiry “Unit *Ledger *Year *From Period *To Period Suspense Status

SEARCH JE [o1110 @ [pcTURLs QL |2006 Q| B | 5 | Q gearch |

Journal ID Status Source  Currency Stat Document Type

[oonos1 7148 @ [Na [la [ a [Ta | a

User Document Sequence Max Rows Sort By

| a | 100 [Joumaid ]

Custamize | Find |

Journal I  Date Unit 0 Status Source gﬁtﬂz“i User Unpost Date Descr
0000617148 02/0452006 1110 Walid QL Mo Susp ROOYOM 020472006 To correct expenditure ace

Notity | beRefresh| B =

3

Rows of data matching the criteria entered loads at the bottom of the screen

under Journals.

Review the User column for each row of data. This column indicates

who entered the j

ournal.

Who entered this Journal is Complete.
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Ledger Inquiries

Situations where this function is used: The Ledger Inquiry is useful to get
balances for your business unit on a Ledger for a specified time period and
chartfields. Using ledger inquiry allows you to drill from the ledger balance to
the sub-module transaction detail that makes up an inquiry result row.

Navigation: General Ledger > Review Financial Information > Ledger

ORACLE’
Menu &

- General Ledger Es
[ Journals
I Ledgers
[» Summary Ledgers Ledger
[> Close Ledgers Enter any information yeu have and click Search. Leave fields blank for 2 list of all values
[» Process Multi-Currency
[> Average Daily Balance ‘( Find an Existing Value | Adda New Value |
[> Open ltems
[> Consolidate Financial f |
Data Inquiry Name:| begins with "i” |

Add to Favories

Mew Window | Help | (&,

[> Maintain Standard

Budgets
&> Monitor Background Search Clear | pasicSearch Save Search Criteria

Process

= Review Financial
Infarmation
— Journals

Find an Existing Value | Add a Mew Value

— Ledaer Group
— | edner Perind

Either Find an existing value by clicking on the Search button or click on Add a
new value tab and add a new inquiry name.

= Review Financial B

HMew Window | Help | Customize Page | 5
Information

—.Journals . I

Ledger Inguiry Critera

~ Leduer Group Ledger Inquiry

— Ledaer Period Enter ledger, period, and ChartField selection criteria. Click on one ofthe Summarization hyperlinks located

Comparison
— Compare Across inthe lower right side ofthe page to execute the guery.
Lompare ACross

Ledgers

— Payroll Atcounting . , : "
Entries Inquiry “Unit ‘Ledger "Year ‘From Period *To Period Currency Stat

- Enterprise Leaming LEDGER CIRECHISY Q Q Q a [ al a _Search |
Iyt Acch
- EEtHE”C Accounting [~ Include Balance Forward I Include Adjustment Period(s)

ntries
- EtL{dem Fin Accountin [ Include Closing ™ Only in Base Currency Max Rows: 100
niries
— Contributar Relations Ledier Balances
LedgerBalances
Accty

— Entry Event Budget Accly Ledger Activity
— Entry Event GL Adjust MI
Accty
— Define Inguiry Record
5 Ar%ﬁhles B save | L4 Return to Search | Matify 1 Refresh 5 Add | Update/Display
[» Regulatary Ledger
Reporis

Ledger Criteria

You can enter or select the following fields to establish ledger criteria.

Unit The General Ledger Business Unit from your operator
preferences defaults into this field.
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Ledger

Year

From Period
To Period
Currency

Stat (Statistics
Code)

Include Balance
Forward

Include Closing

Include
Adjustment
Period(s)

Only in Base
Currency

Max Rows

(maximum rows)

Search

General Ledger

Type in the Ledger or use the magnifying glass to select
the ledger.

Enter the fiscal year. (Four digit year —i.e. 2006)
Enter the beginning period for your inquiry.

Enter the ending period for your inquiry.

Enter USD.

Leave blank.

Select this option to include any balances that were
brought forward into the current open year.

Select this option to include closing balances (period 999)
along with the current open period amounts.

Select this option to include any adjustment period
amounts. If you select this option a range of adjustment
period fields appear:

Adjustment Period From and To

998 displays in both fields because it is the adjustment
period used by Vermont.

Select this option if you want the inquiry amounts to
appear only in the base currency indicated for the selected
business unit.

You can override the default of 700 with any number
<=200 rows of data that you can display in a scroll area.

Click to display the following active and inactive links listed
under View and the ChartField Criteria group box.
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|g'] Done

ChartField Criteria

- Review Financial a] LEUYED mquiny &
Infarmatian Enter ledger, period, and ChartField selection criteria. Click on one ofthe Summarization hyperlinks located in the lower
—.Journals right side of the page to execute the query
— Ledger Group
— Ledyer Period Inquiry *Unit ‘Ledger “Year ‘From Period *To Period Currency Stat
80—"”% LEDGER 01110 Q [acTuALs Q2008 O 1Q 12 QL IUSD aQ | Q Search |
- Compare Across
Ledyers - - , 5 Tar
— Pavtoll Accountin ¥ Include Balance Forward ¥ Include Adjustment Period{s) Adj Period FromTo: |992 (998
Entries . . .
_ Enterprise Learnin [ Include Closing " Only in Base Currency Max Rows: 100
htgmt Accty
— Generic Accounting (Chartfield Criteria ze | Find | E] First (1 1z or 12 ] Last (RGNS
Entries ChartField Value ChartField Value Set UpdateMew View Balance by Petiod, Acct De
— Student Fin Accounting i
Entries Recount | Q I @ Updatellew W Balance by Petiod AcctPro
~ Contributor Relations Feriod Balances by Accour
Acety Department | al Q Undatemew M gy perind account
— Entry Event Budget Accly Operating Unit I [} | Q, UpdateMew R Surn by Period, Account, D
e L Sum by Period, Alt Account
Accty Product | Q| Q Updatemew )
— Define Inguirs Recard Sum by Period, Project
and Page Fund Code | Q | Q. UpdateMew W
[> Archiving Tahbles Ladaet Balances
[» Regulatary Ledger Class Field I Q | Q, UpdateiMew W LedgerBalances
Ledoer Activity
3 )?ETRpEﬂS Prograrm Code | a Q Updateiiew 7 LE00BrACY
Clear Critetia i
I General Reports Budget Reference | e} | Q, UpdateMew R —I
[ Federal Reparts
D;”Ger?_aralLedgerCenter Affiliate | Q | Q. Updateew REEEE
ocations -
[» Statutory Reports Fund Affiliate I Q I Q Updateew R
[» Data Exchanges
> Set Up Financials/Supply OpEnEng WA D I =y Q Updateitlew
Chain :
P t Updatert v
» Enterprise Gompanents ek I a Q UndateNow F .
> Government Resource -| 4] | 3
t

T weme

You can select one or more ChartField values or leave the fields blank and place
a check mark next to each row to review all ChartField information based on the

selected criteria.

ChartField/Value

ChartField Value
Set
Update/New

View

General Ledger

Lists all the ChartFields. Select a ChartField value for one or
more ChartFields to review specific data in a ledger or use a
wildcard (%) to select a range of values.

Select a predefined set of selection criteria for a given
ChartField.

Select this option to update an existing ChartField Value
Set's data or create a new ChartField Value Set.

If you selected Ledger Balances or Ledger Activity, select
the ChartFields that you want to display in either of these
inquiries.
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E
Ledger Inquiry Criteria |
Ledger Inquiry
Enter ledger, period, and CharField selection criteria. Click on one of the Summarization hyperlinks located in the lower
tight side af the page to execute the query.

Inguiry *Unit ‘Ledger “Year *From Period ‘To Period Currency Stat

LEDGER |U1HU Q IACTUALS Q IQDUS Q I 10 I 120 |usD Q Q ﬂl

™ Include Balance Forward ¥ Include Adjustment Period(s) Adj Period FromTo: I 998 IEIEIE

™ Include Closing [~ Only in Base Currency Max Rows: I 100
Chartfield Criteria Custon inc First (4] 1.13 o 13 [ Last [
ChartField Value ChartField Value Set UpdateNew View Halance by Period Acct Dept
Jcceunt |52D% Q I Q. UndateiNew @ Balance by Period Acct,Project

Perind Balances by Account

Depariment [1110003000 a | O, Undate/New ¥

Burn by Period, Account
Operating Unit | Q | 2, Update/Mew [~ Sum by Period, Account, Dept
Surn by Petiod, Alt Account

Product | Q| CQ, Update/Mew [ um by Pariad. Project

Fund Cade [10000 a | O, Update/New

Class Field [ Q| Q Undatefgy [ LeduerBalances |

Program Code | Q. | C, Update/Mew [~ Ledaer Acthity

Budget Reference | Q | O, UpdateiMew [ wl

aliate I a| Q Updateiew [0 Delate Critaria

Fund Affiliate | a | O, Update/New [

Operating Unit Affliate | a | Q. Undate/iew [~

Project | Q| O, Update/Mew [ |
& L B T =
View

You can select one of the following methods to display information based on
your ledger criteria.

Per Balances by Select Include Balance Forward and then select Per

Account Balances by Account to display posted transaction
and balance amounts for a period by activity and
account.

Per Balances by Acct, Select Include Balance Forward and then select Per

Dept (per balances by Balances by Acct, Dept to display posted transaction

account, department) and balance amounts for period by activity, account,
and department. .

Per Balances by Acct, Select Include Balance Forward and then select Per

Prj (per balances by Balances by Acct, Prj to display posted transaction

account, project) and balance amounts for period by activity, account,
and project.

Sum by Period, Account Select to display the Summarization Details — Ledger
Inquiry page, which contains summarized posted
transaction amounts by period and account.

Sum by Period, Select to display Inquiry - Summarization Details
Account, Dept (sum by page, which contains summarized posted transaction
period, account, amounts by period, account, and department.
department)
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Sum by Period, Alt Acct Select to display the Ledger Inquiry - Summarization

(sum by period, alternate Details page, which contains a summarized of posted

account) transaction amounts by period, activity, and alternate
account.

Sum by Period, Project Select to display the Ledger Inquiry - Summarization
Details page, which contains summarized posted
transaction amounts by period and project.

Ledger Balances Select to display the Ledger Inquiry - Ledger
Balances page, which contains the ledger balances
based on the ChartFields selected in the ChartField
Criteria group box.

Ledger Activity Select to display the Ledger Inquiry - Transaction
Details page, which contains journal lines based on
the selected ledger criteria and ChartField criteria.

Clear Criteria Clears the Ledger and ChartField Criteria from the
page and enables you to enter different criteria.

Delete Criteria Deletes the inquiry, cancels the page, and returns
you to a blank Ledger Inquiry - Ledger Inquiry
Criteria page.

Clicking on the View Sum by Period, Account, Dept give the following inquiry
result. Please note the total balance for the criteria at the bottom of the
webpage.
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E

Summarization Details =]
Ledger Inquiry
Inquiry Unit Ledger Year From To Currency  Stat
LEDGER 01110 ACTUALS 2005 112 uso
ChartField Criteria
™ Include Balance Forward ¥ Include Adjustment Period{s)
I Include Closing Adjustments Adj Period FromTo: 998 998
Go To:  [nguiry Criteria Query Resulis:
Ledger Amount by Currency
Period Activity Detail Account Department  Transaction Amt Currency Base Amount Base Currency
T Activity Detail 520000 1110003000 0.00 Ush 0.00 UsD
1 Activity Detail 520700 1110003000 3T .63 USD 3763 USD
2 Activity Detail 520000 1110003000 429,99 UsSD 42999 USD
2 Activity Detall 520700 1110003000 a0.18 usD 8018 USD
3 Activity Detail 520000 1110003000 336.99 USD 336.99 USD .
3 Activity Detail 520700 1110003000 336.25 USD 336.25 USD
4 Activity Detail 520000 1110003000 451.87 LUSD 451.87 USD
4 Activity Detail 520700 1110003000 34.86 USD 34.86 USD
a Activity Detail 520500 1110003000 0.00 Ush 0.00 UsD
B Activity Detail 520000 1110003000 a4 Ush 118.41 USD
B Activity Detail 520500 1110003000 0.00 UsD 0.00 UsD
B Activity Detall 520700 1110003000 101.03 USD 101.03 USD
T Activity Detail 520000 1110003000 208.11 USD 20811 USD
T Activity Detail 520500 1110003000 0.00 Uso 0.00 UsD
8 Activity Detail 520000 1110003000 813.76 USD 913.76 USD j
& L I B =
EQ
1 Activity Detail 520000 1110003000 0.00 Ushr 0.00 UsD ﬂ
1 Activity Detail 520700 1110003000 3763 USD 3763 USD
2 Activity Detail 520000 1110003000 429.99 LSD 428.93 USD
2 Activity Detail 520700 1110003000 8018 UsD 8018 USD
3 Activity Detall 520000 1110003000 336.99 LSD 336.93 USD
3 Activity Detail 520700 1110003000 336.25 USD 336.25 USD
4 Activity Detail 520000 1110003000 451 .87 USD 451.87 USD
4 Activity Detail 520700 1110003000 34.86 USD 34.86 USD
5 Activity Detail 520500 1110003000 0.00 USD 0.00 USD
B Activity Detail 520000 1110003000 118.41 UsSD 118.41 USD
6 Activity Detail 520500 1110003000 0.00 UsD 0.00 UsD
B Activity Detall 520700 1110003000 101.03 USD 101.03 USD
T Activity Detail 520000 1110003000 20811 USD 20811 USD
T Activity Detail 520500 1110003000 0.00 Uso 0.00 UsD
8 Activity Detail 520000 1110003000 813.76 USD 913.76 USD
8 Activity Detail 520500 1110003000 3,598.00 USD 3,588.00 USD
8 Activity Detail 520700 1110003000 194,33 USD 194.33 USD
9 Activity Detail 520000 1110003000 55.78 USD 55.78 USD
10 Activity Detall 520000 1110003000 361 USD 3.61 UsD
10 Activity Detail 520700 1110003000 14814 USD 14814 USD
12 Activity Detail 520000 1110003000 266.35 LISD 266.35 USD
12 Activity Detail 520500 1110003000 0.00 Ushr 0.00 UsD
12 Activity Detail 520700 1110003000 22611 USD 22611 USD
Transaction Amount: 7,541.40 USD Base Amount: 7,541.40 UsD
B save | S Returnto Search | ] Natify 4 Refresh Er  Add UpdateiDisplay |
] N I I B =

To return to the Criteria page click on the Go to Inquiry Criteria hyperlink.

To view the chartfield detail for a summary line, click on the Detail hyperlink on

the line.
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Mew Window | Help | Customize Page | 5

Ledger Balances

Ledger Inquiry
Inquiry Unit Ledger Year From Period  To Period Currency  Stat Code

LEDGER 01110 ACTUALS 2008 1 12 uzD CharField Criteria

I Include Balance Forward ¥ Include Adjustment Period{s)

™ Include Closing Adjustiments Adj Period FromTo: 938 9493

Scroll Message Detail:
Go To: Inguiry * Sum by Petiod, Account, Dept 1to1af1
Critetia
Ledger Details il
Period Activity Account Fund Department Stat Transaction Amt Currency Base Amount Base Currency
3 Activity 520000 10000 1110003000 336.99 USD 33699 USD

B save S Returnto Search | ] Natify 4 Refresh 7 Related Links Er add | UpdateiDis play

To view the activity that makes up the summary line, click on the Activity
hyperlink. The page below shows the resulting Activity page.

Mew Window | Help | Custorize Page | 5

Transaction Details

Ledger Inquiry

Inquiry Unit Ledger Year From Period  To Period Currency Stat
LEDGER 01110 ACTUALS 2005 1 12 usD
I Include Balance Forward ¥ Include Adjustment Period{s)
I Include Closing Adjustments AdjPeriod From: 938 To: 998 Sort By: | Joumal 1d -

Go To: Inuiry = Surm by Period, Account, Dept

Transaction Criteria

Criteria
Transaction Details i | y First (4 4 of 1 [ Last
Period Account Fund Dept Stat
3520700 10000 1110003000
Transaction Amt: 33625 USD Base Amount: 33625 USD

Journal D Date Seq Stat Amt Debit Amount Credit Amount Currency DR Amount CR Amount Ez?{i

APOO486346 097232004 311.85 uso 311.85 UsD

APOD4B7EIT 097282004 24.40 uso 24.40 uso
B Save S Returnto Search | [E] Motify % Refresh E+ Add UpdateiDisplay

From the Activity page you can view a particular general ledger transaction by
clicking on the Journal ID hyperlink. The page below shows the resulting
Journal Inquiry page. It shows the Journal line(s) that meet the transaction
criteria specified in the inquiry criteria.
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Journal Inquiry Details
Journal Inquiry

Inquiry Unit Ledger Year From Period  To Period Currency  Suspense Status
LEDGER 01110 ACTUALS 2005 1 12 usoD
Go To: |nguiry ™ Surm by ® Transaction Details Header Msq:
Criteria ~ Period
Account
Dept
Journal lD:  APOD487691 Date: 08128/2004 Source: AP Schedule:
Ledger GIp:  ACTUALS Original Date: Lines: ] Doc Seq:
Status: Posted InterUnitBU: 01110 Posted: 0972972004 Process: Edits OK
Balanced: DR=CR Reversal: MNone Reversal Date:

Operator Id:  BATCH

Long Description AP Accrual i’

Totals by Currency i | | First 4] 1 of 1 [¥] Last

Currency: USD DR: 439.73 CR: 43873  Net 0.00

" Show All Lines —

' Show  From Line: Thru Line: | Query Journal Lines Refresh

Line # DR Amount CR Amount Currency Account  Operating Unit  Fund Code  Dept Program Class  Bud Ref
=h - a0 am Py, P y—— x
1! | _|J
|&] pane D[ 4 nternet

To view all lines for the journal, click on the field in front of Show All Lines, and
then click on Query Journal Lines. The screen then displays all lines for the

ournal.
»
Ledger GIp:  ACTUALS Original Date: Lines: 8 Doc Seq: -l
Status: Posted InterUnitBU: 01110 Posted: 09r29/2004 Process: Edits OK
Balanced: DR=CR Reversal: Mone Reversal Date:

Operator ld:  BATCH

Long Description AP Accrual :I

[Totals by Currency 4| First 4] 1 of 1 [¥] Last

Currency: USD DR: 439.73 CR: 43973 Net 0.00

% Show All Lines

' Show  From Line: Thru Line: | Query Journal Lines Reftesh

Line & DR Amount CR Amount Currency Account OperatingUnit  Fund Code  Dept Program Class  BudRef
% 1 369.37 USD 200001 10000 1110003000
% 2 7036 USD 200001 20105 1110003000
% 3 7498 uso 414000 10000 1110003000
% 4 1.62 usD 515000 20105 1110003000
% i 336.99 usD 520000 10000 1110003000
% B 6419 usD 420000 20108 1110002000
% T 24.40 uso 520700 10000 1110003000
E% g 4 65 uso 520700 20105 1110003000

B save | S Return o Bearchl = Motify | % Refresh

-
4 | 3

[E7mone T weme

To view the sub-module detail that is summarized a journal line click on the icon
in front of the line number. A new window opens with the journal drill down for
the journal line. The sub-module transactions are listed.
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i -
< %ouchers
— Aceounting Entries

— EE Journal Entry Drill
Dawn

- Document Status
— Document Tolerance
Overtide

ateh Mananer

— Review Payables
Revaluation

— SeltBilled Invoice
Creation

— Self-Billed Invoice
— Unbalanced
Accounting Enfries
— WAT Details
— Waucher
[> Interfaces
[ Payments
[ Wendar
[ Archiving
[» Reports
— Accounts Payable Center
[ eSetilements
[» Asset Management
[» Banking

[» Cash Management

Mews Window | Help | Customize Page | 5

Journal Drill Down

Unit Journal Date Ledger Line  Line Descr GLJaurnal

01110 APO0487E31 09r28i2004 ACTUALS 7

Account Oper Unit Fund Dept Program Class  Bud Ref Product  Project Affiliate
520700 10000 1110003000
Base Currency Base Amount Currency

ush 24.40 usD

Chartfields 7 Woucher Information N

Document Informstion

Unit  AcctgDate  Fund Code Department Program Code Class Field Budget Reference  Product Project Affiliate
01110 09428/2004 10000 1110003000

S Return to Search | [

& Ssave Motifyy

This example is an AP voucher, you can click on the voucher information to
continue to drill to the voucher.

= Wouchers
— Accounting Entries
— EE Journal Entry Dirill
Down

— Document Status
- Document Tolerance
Override

— hiatch Manager
— Review Payables
Bevaluation
— Seli-Billed Invoice
Creatioh
— SelfBilled Invoice
— Unbalanced
Accounting Entries
— WAT Details
— Waucher
[ Intetfaces
[ Payments
[ Wendar
[ Archiving
[» Reports
— Accounts Payable Center
[ eSetilements
[ Asset Management
[» Banking
I» Gash Management

Mew Window | Help | Customize Page | .5

Journal Drill Down

Unit Journal Date Ledger Line Line Descr GL Journal

01110 APD0487631 09r22i2004 ACTUALS 7

Account Oper Unit Fund  Dept Program Class  Bud Ref Product  Project Affiliate
520700 10000 1110003000
Base Currency Base Amount currency

usoD 24.40 uso

Chartfields " Voucher Information | Document Informstion
VoucherID  Descr Vehr Line  Distrib Line Amount Currency Base Amount Currency
e SONMERERINNEWATER, 1 1 2440 USD 24.40U8D
4 GAL
B Save L Returnto Search | [E] Motify

From the voucher information, clicking on a Voucher id hyperlink opens a new
window with the accounting entries for the voucher.
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7 Wouchers
- ounting Entri
— EE Journal Entry Dirill
Down
— Document Status
— Document Tolerance
Owerride
— Journal Drill Diawin
— Match Manager
— Review Payables
Revaluation
— Self-Billed Invaice
Creation
— Self-Billed Invoice
— Unbalanced
Accounting Enfries
— WAT Details
— Waucher
[ Interfaces
[ Payments
[ Wendor
[ Archiving
[» Reports
— Accounts Payable Center
I eSetilements
[ Asset Management
[ Banking
I» Gash Management
[> Deal Management
I Risk Management
[> VAT and Intrastat
[> Extize and Sales Tax [ND

[ Commitment Contral

General Ledger

Mewswindme | Help | Custornize Pare | 5,

Voucher Accounting Entries

*Business Unit: |U1 110 S voucher ID: IDDDM 302 . mvoice Number: |50142481FIN3 Q
*Accounting Line View Option: I Standard j' I™ Show Foreign Currency Search | Reset |
Invoice Date: 0873152004 Vendor ID: Q000014256 Vendor Name:  Crystal Rock Bottled Water

Accounting Information

Posting Process: AP Accrual GL Dist Status:  Distributed

" Chartfields Journal

Monetary Amount Currency Code  Ledager GL Unit
BOTTLED DRIMNKIMNG WATER, 5§ GAL 24.40 USD ACTUALS 01110
BOTTLED DRIMKING WATER, 4 GAL 4.65 USD ACTUALS 01110
COLD WATER DISPENSER
MONTHLY R 7.98 UsSD ACTUALS 01110
COLDWATER DISPEMSER
MORNTHLY R 1.82 UsD ACTUALS 01110
Accounts Payahble -32.38 USD ACTUALS 01110
Accounts Payable -6.17 UED ACTUALS 01110

Ledger Inquiries is Complete.
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Run the VT_BU_TRANSFER Query

Situation when this function is used: The VT_BU_TRANSFER Query should
be run periodically throughout the week and month as well as on the 26" of the
month to capture the final entries for the month. The data returned by this
query indicates interunit transfers that have been initiated by other departments
that your department needs to respond to.

Navigation: Reporting Tools > Query > Query Viewer

ORACLE EEESaaaa——————————SEEEEEEEEE
_Home Add to Favorites
Mena B

I General Ledger

[ Allocations

[» Statutary Reports Query Viewer

[> Data Exchanges ) ’ y :

> Set Up Financials/Supply Enter any information you have and click Search. Leave fields blank for a list of all values
Chain i

I Enterprise Components “Search By: | Query Name | begins with

> Government Resource
Directory Search | Advanced Search

[ Background Processes

[> Warklist

[ Tree Manager

[~ Reporting Tools

= Query

Mew Window | Help | Customize Page | o5,

— Query Manager

— Query Viewer
— Schedule Quer

Query Viewer Search page loads. Search By defaults as query name

Enter Begins With
e VT_BU_TRANSFER
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Click search button

=3

Mew Window | Customize Page | pw

Query Viewer

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

*Search By: | Query Name =l begins with [VT_BU_TRANSFER

Search | Advanced Search

Search Results [},

*Folder Wiew: I All Folders -- -I

Customize | Find | ]
Query Hame Description Owner Folder Runto HTML RuntoExcel §
WT_BU_TRAMSFER query to ck for interunit JE Fublic Eunto HTML Runto Excel S
Query name, description, etc loads in a box at the bottom of the screen
Click Run to Excel
VYT_BU_TRANSFER - query to ck for interunit JIE =l

Affiliate: I QL
Wiew Results |

(Tunw | Atte | Jounaiip | Date | Source | vear | P | Amount | Refto | cass | LonyDeser |

Criteria prompt box loads

Enter Affiliate
e Enter the appropriate business unit for your department

Click the View Results button
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3 http:/ /fmdeyweb.finman.state.vt.us,/psc/FMDEY_2,/EMPLOYEE/ERP/q,/?ICQryName =¥T_BU_TRANSFERZICDUmMmMY - Microso... 5 [=] B3

File Edit ‘iew Insert Format Tools Data GoTo  Favorites  Help |
Back » = - ) at | {Qysearch [GdFavartes EfMedia L4 | i B S W -

Address I@ http:fifrdeyvmeb . finman. state, vt usipsc/FMOEY _2 JEMPLOYEE/ERPIqI?ICQryMare=yT_BU_TRANSFER&ICDummy="9545 j f‘)GD |Links >

Al j = query to ck for interunit J/E
A B C | D = F =

1 [ouensi 9 ol
2 |unit _|Affiliate [Journal 1D [Date [Source |[Year

| 3 |01260 08100 0000601349 72005 TSF

| 4 |01260 08100 0000801350 72005 TSF

| 5 |06130 08100 oy 0000ROS299 762005 TSF

| B |06130 08100 0000805259 762005 TSF

| 7 |06140 05100 0000605334 762005 TSF

| 8 |06140 05100 0000605334 762005 TSF

| 9 |06140 05100 0000505334 7A5/2005 TSF

| 10 |06140 05100 0000505334 7A5/2005 TSF

| 11 |06130 08100 0000805740 71872005 TSF

112 |

113 |

| 14 |

1 15 |

| 16 |

| 17 |

1 18 |

1 19 |

1 20 |

| 21|

4[4 [» [b1]s sheet 1l

[&] |_|_|_|Q Unknown Zone 4

Excel loads with data.

Note: To manipulate this data or to print the data it may be necessary to select
the entire worksheet and copy it into a regular excel worksheet.

You are now ready to use the data to enter your responding TSF journal entries.
If no data loaded, then you have no TSF's to respond to.

Run the VT_BU_TRANSFER Query is Complete.
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Trial Balance Report

Possible situations when this function is used: This report is used to
review expenditures posted to the General Ledger by Account, Fund or other
chartfields for a cumulative period, by fiscal year.

Navigation: General Ledger > General Reports > Trial Balance > Add a New
Value

ORACLE

Home Workiist Add to Favoriies Sign out

= General Ledaer » hew Window | Help | B
> Journals
[» Ledgers .
[ Summary Ledgers Trial Balance
[ Close Ledgers Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Process Multi-Currency
[ Average Dally Balance { Find an Existing Value \_Add a New Valus |
[ Open tems
[» Consolidate Financial = h”

Dala Run Control ID:| begins with
> Maintain Standard TR
Budgets
[» Menitor Background
SRR Search ‘ Clear J Basic 8earch Save Search Criteria
[> Review Financial
Information
[ Archiving Tables Find an Existing Value | Add a Mew Value
[» Regulatery Ledger
Reports

[Jcase Sensitive

The Trial Balance Add a New Value page loads.

Enter Run Control ID — Name the run control something that makes sense to
you. It must be a single parameter, so link multiple words with an underscore.

Click Add
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=3

Trial Balance Report

Run Control ID:  Trial_Balance Report Manager Process Monitor Run

Language:
Unit: |u1 110 Q. *Ledger: IACTUALS Q Adjustment Periods

) ) Adjustment Period
Fiscal Year: I Period: I 1 = =
Currency Option: I Base 'l Currency: I Q
™ Display Full Humeric Field
Refresh |

ChartField Selection Customize | Find | B First [« 1af 1 [¥] Last |
Sequence ChartField Mame % Descr Subtotal Yalue To Value
[ (A AR i Q| Q

-
| | 3

The Trial Balance Report Page loads with language defaulting in as English, Unit
defaulting in as your default business unit and Ledger defaulting in as ACTUALS.

Enter Language:
e |eave as default

Enter Business Unit

e leave as default or
e enter the appropriate business unit

Enter Ledger Group

e leave as default; ACTUALS or
e enter ACCRL/AD]

Enter Fiscal Year
e enter fiscal year that you want to report on — YYYY

Enter Period
e enter the through period that you want to report on

Adjustment Period
e 998 if you want to include adjustment period

e always include 998 if you are running a trial balance through the end
of a fiscal year

Click the Refresh button
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=

Language: |English ] [=]
Unit: IWO\ *Ledger: WQ
Fiscal Year: [ 2008 periot: | 8 : w =
Currency Option: m Currency: I—Q
™ Display Full Humeric Field
ChartField Selection l::::uk:::mrnize | Eind | i First [ 1.17 of 17 [¥] Last =
Sequence ChartField Name '“%‘;de Descr Subtotal Value To Value
|—1 Account r r - | Q | Q
|—2 Alternate Account - - [l I Q I QU
|—3 Operating Unit | - o Q| Q
|—4 Fund Code - - - Q| Q
|—5 Department r r - | Q | Q 'j
A listing of available fields for your report will load.
Click the check box under Include CF - for each chartfield you want to see
on the report
Click the check box under Descr — for each chartfield you want to see a
description for
Click the check box under Subtotal - for each chartfield you want to see a
subtotal for
Click Save at the bottom left of the screen
=3
Al

Run Control ID:  Trial_Balance Run

IEninSh 'I

Beport Manadger Frocess Monitar

Language:
Unit: |D1 110 Q *Ledger: |ACTUALS Q Adjustment Periods
) ) Adjustment Period
Fiscal Year: | 2006 Period: I ] 1 I—;l

=
Currency Option: IElase 'l

™ Display Full Humeric Field

currency: I Q,
Refrash |

ChartField Selection First [ 1-17 of 17 [H Last

Customize | Find | i

Sequence ChartField Name '"'f:“F'dE Descr Subtotal Value To Value
|—1 Account |2 o Q| Q
|—2 Fund Code [}’ [ ] o Q| Q
|—3| Department v v ¥ | Q| Q
iy [ atternate Account r r | a | Q |
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The screen will rearrange the fields that have been chosen to the top of the list

Sequence: The sequence is the order in which the report will subtotal the
values for each field.

Change Sequence: Change the number in the Sequence field to reflect how
you want your report to be sorted and subtotalled

Enter Value and To Value fields to limit your search or leave them blank.

Click Save
3
= |
Run Control ID:  Trial_Balance Report Manader Process Monitor I
Language: I English :I'
Unit: [p1110 @ Ledger: [acTUALS  Q Adjustment Periods
] ) Adjustment Period
Fiscal Year: I 2006 Period: I g " - El
Currency Option: IElase 'l Currency: I aQ,
"' Display Full Numeric Field |
% Refresh |
ChartField Selection Custornize | Find | o First [« 1-17 of 17 [ Last
[ 1) Fund Gode ¥ F & | Q| Q
[ 2| Department ¥ F F [1110002000 @, [1110003000 Q
I 3| Account I 7 - | Q | Q
| I Project r | Q| Q | -
4 »

The screen again rearranges the fields at the bottom to reflect the changed
sequence. This Trial Balance Report, for the criteria chosen in the print screen
above, will return a trial balance for deptid 1110003000 only.

Click Run

General Ledger 175 of 179



=3
Mew Window | Customize Page | pw

Process Scheduler Request

User ID: ROCYOM Run Control ID: Trial_Balance

Server Name: I_:I' Run Date: |0211 2020086 1
Recurrence: I :I' Run Time: |2:25:59PM Resetto Current DateTime |

Time Zohe: | Q

Select Description [}S Process Name Process Type *Tvpe *Format Distribution
I Trial Balance Report GLST012 SQR Report [wien ] [PDF | Distribution
Ok Cancel

The Process Scheduler Request Page loads
Enter Server Name — PSUNX

Make sure Trial Balance Report is selected

=

Mew Window | Help | Customize Fage | &

Process Scheduler Request

User ID: KEYMOMDS Run Control ID: Trial_Bal

Server Name: PEUNK ~| Run Date: 07/02/2007 El
Recurrence: Runi Tirie: T:16:50AM Resetto Current DateiTime |

Time Zone: l:IO\

Select Description Process Name Process Type ‘Type ‘Format Distribution
Trial Balance Report GLETO012 SGR Repoart |Web v || FPOF v| Distribution
Ok Cancel
Click OK
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=

Run Control ID:  Trial_Balance Reportbanager  Process Monitor fRU -
Language: IEninsh j" Process Instance:2487681
L3
Unit; 01110 @ Ledger: [acTUALS @
Adjustment Period
Fiscal Year: [ 2008 periot: [ 8 i & =
Currency Option: m Currency: I—Q
I Display Full Mumeric Field |
Refresh |
ChartField Selection Custornize |Find | 88 First [ 197 o 17 [ Last
Sequence ChartField Name % Descr Subtotal Value To Value
|—1 Fund Code |2 o Q| Q
[ 2 Department ¥ F = [i110003000 @ [r1Too03000 Q
|—3 Account | | Q| Q
| [ | Bookcode i = = | a | Q I _lj
‘ ;

The Trial Balance Report page loads again with a Process Instance ID under the
Run button.

Click Report Manager
=+
J ust Y Esplorer Y Administraion | Archives ~

Forder: N ~|  instance: | | to:] | Refresh

Name: Created On: Last:| 1| Days hd
| | | i

Custormnize | Find | % First E 1cf 1 E Last
- Completion Process
Report Report Description Folder Hame DateTime Report ID Instance
1 Repart
Go backto Trial Balance b
@1 Pracess Instance: 2562523 0 Internet

The Report Manager page loads.

Click on Administration tab
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=»

[ List Y Explorer | Administration Y}  Archives Ay
Status: Folder:  v|instance: | o | |
Report List First (0 1 of 1 [M] Last
Select Report Prcs Description Request DateTime  Format Status  Details
D Instance
. a7i0z20o07 Acrabat .
sl Balance Heport of] 570 Letails
43012 2562523 Trial Balance Report T1T-E3AM tpdn Posted Details
7 |
Select All Deselect All
st |ciick the delete button o delete the selected report(s)
s

:E[ Pracess Instance:2562523

® Internet

Click the refresh button until the Status is equal to Posted. This means
that the report has completed successfully and the report has been posted to the

Report

Manager.

Click on the Trial Balance Report link that is now highlighted beside the Process
Instance number of the report you just ran.

File Edit GoTo Favorites  Help ﬁ.’
o = . ) \
] * ) Search % 7 Favarites é‘ > o q ] ig
< </ | | /7 X4 == L
. - »
Address |:Ej http: fiFmdeyweb, finman, skate, vk usipsreports [FMTST 4301 200ls7012_2562523 PDF v| Go Links
[ ol I ] |Q + i ABC]
(} ! - + ¥ 75% - - - 14
B Rl < ﬁ St > E} Lol Ll e ° ® v’ Xt
»
Peoplesctt GL -~
Raport ID: CLETOLD TRIAL EALANCE Tage Ko.
Bus. Unit: d1110..-Finance & Managemantc Fun Caca 07,
Ladgar: ACTUALE -- Actuals Ladger Fun Tima O7:18:0
As of Year 2007 and Paricd 12 1
Base Currency: DD
Bumnd Departmant Dar Transaction Dabit Tramsaction Cradi
10000 CGansral Fund 1110003000 Eudgat & Managemant
1e0d0l Cash on Haod o= .o 3,517, 884.00
100105 Interunit Cash RAooount oD b.o0 48,356 .00
100106 Iotraunit Cash Rooount fo=e] 0.o0 0.o0
i 1p1a0z Cepository Acoount fo=e] 115.77 b.op
=k
E i 1014910 I/U Cash Distributico [=e .o 195, 758.08
§ Il 101984 Payrall Claaring hscount oD b.o0 657,230.88
g apoanl Accounts Payabla - Vendor fo=e] 0.o0 10.00
= 303905 Hes Encunbrancas fo=e] b.op b.op
@ 303908 Ressxvad for Pra-Enombranca [=e .o .o
=
E 04900 Unresarvad oD 3,517, 854.00 b.o0
g spgand Classifiad Exployaas fo=e] 357,432.30 0.0
]
Sp0910 Exanpt fo=e] 152,703.320 0.0
spadc0 FICA - Classifiad Employaes [=e 2E, 918 .38 [ -1 -
1 11,00 % 5.50in £ | >
! k| T & LWy
= s | p bl © (U] =

IDone

Unknown Zone
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The Trial Balance Report page loads.

Click on Print button to print report.

Trial Balance Report is Complete.

A complete listing of reports and queries available in VISION
for the General Ledger module can be found on the Finance
& Management website in the Reporting Manual section.
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